SD 137^ 570 ' 



HOTl 

IDES lEICB 



08 



CE 010 -559 



ifiiSIIFIBES 



Eesaiek, Harold S.v ff |||||1L| Heaaaa\bY. ^ 

saalyais and Phase I of a 

professional »«^||«P|«||J*i'E£caiioii. 

Boston Uai¥,, Hass- f^f^^-^^S^-fl^c.^ion^ Boston^ .Di¥. , 
gasaachasetts, Stats :Dept. of l||cati|n.^^^^^^^^ 

of occnpatioaal lanoation-s Offica-oi B 

(DBISJ it lashingtonr , 
'Jaii 77 ^- " ■ ■ ■ , ■/ . ■ ' : 

358p- 

Wainiatratiwe^|ersoMell *|«|« |aa|a^^^^^ 
CooEilBatora; *BaucatloMlJ«M|arcft^ ^«ach«s: *Job 
school coamselorss l^lf ^^I^^JplliSlBance : Based . 

Teacher limitary School 

secondary |f ^^J.^f |||i?l?%|oSIISnil Idtieatiqnl 
?lllilllal lamcatlon Teachers , ^ . 



""'^^^ This «pcrt describes the |atio^le^f«^^^^ ^ 

coMpe^tfc^rJ^s-d^irocation^ teacher^edac^i^^ ,ocatlo»al . 

^h^h-STnthesiEfta^oag^^|i||f ^g^^l^^^ 
^and ctteer edmeatiop Pe"^™?; llaSM the applicability of . ^ _ 
'Lrin5 Phase 1 of a J^^fll II BassachisettB. >SiatheJ^^^^ 

"■petency-b^sed ^flf^^^^ edmcators ; at the 

competency lists a=«ri»*^l™*,i|fJSatoi levels. .Cob^ 
llalher kddle nanager , and to administer 

statements are also Inclnded J^^^^SnBidr. and senior high levels, 
jSlllallSn programs it tl^« fll^ll^^Sii^^^ 

Including e^'^»««i»=«f^^^Sf!S||"|| -gLInted. jf he : appendixes Cjore 

EecoB.endations fo=^*|«^l"|f||v*S^de :all .©risinal 

than half ©f ^^e total contents) that the. 

loBpetencj stndies nsed ^ yapilaticof of Research in 

IScLent aai b« nsed as » . f L the WPsndi«s^ are as . 
this field- > Competency li™_5°;rr|?|?. ^ 
llilo^si Moler Cnrricnla £or^7o^^^^ 

Idncatienr performance Elements ijQ fi ^g ^ ^^^ Both 

S^T-^ftrMance OBiectiTess per 3^a^?*4f. service ireass For 

llllSlSS foiational f a^cati^j a|d^Sp|citt^^^^ . 
Sldlle^Sanagem^ht Positionsi Foy^^ 

lit Belated *"f s--?"?=-f?SS^|tS' Sta«/^and tocational Conncelprs. 



' " 'Kir 



, Boston University 
School of'Edycation ^ 
Departuent o£ Business and Career Education 
765 Conmionwealth Avenue 
' ; Soston, Mass. 0221 S , 



ANALYSIS /MP SYNTOESIS OF 

VQCAriONAL MP CARBBR 
/ EDUCATORS: 



PHASE I OH A PROPESSIOHAL 
DEVBLOPjSNT SWDY FOR 
" MASSj^HUSITTS 



Harold S. Resnick 
Shirley H, Carmody 



Januarys 1977 



Prepared for 
Division of Occupational Bducation 
Massachusetts Department bf Education 
182 Tremont Street 
Boston, Mass, 021L1 



- :. ; . " . . . PREFACE " - v- -.-..-^ 

Thls.projaet was undertaken by the'Oepaytmtnt of Btasinaai find Career 
Education, Sehool Education,' Boston Itolverslty pu^iutot to a contract 
with the Office of Professional Developffient, Division of Oteupational v 
Bduaation, Mass, Dept, pf Education* It was funded through Fed arai Law 90-576 
as amended by P,Li 92-318, ^ 

TO© initial development of this project was an outgrowth of a^need 
by the Division of Occupational Education to exiuftine its approval Ccertifi-, 
cation) procedures and requlremeuts for vocational, occupational, and career 
educators in Jaght of emerging ^trends in teacher education and prof esiional 
development throughout the United States, Specifically, the applicability 
of comp«ency-basiri occupational teacher educatl to Massachusetts was to 
be addrbssedi - ; " ; 

Thls^eport completes Phas6 I of this. pro j act aiid serves as an interim 
report in this coinprehansive effort. As such, thfe raport describes the 
rationale for this study as well as for coinpetency-based teacher education; 
a methodolo^ is described whereby syiithesi^^d coropatency lists for the 
prapaTOtion of vocational and career eduemt ion personnel at variouo levels 
'was developed. The syiithesi^ed lists theraselVM are presented* Findings 
and recommendations are included as wall ^ 

The extensive appendixes includs all originai sources of competency 
Studies used in this project so that the user mdy refer to this document 
an a comprehensive compilation of research in this field. ^ 




/ The i-eader shouild mtm that tha synthesized lists in thlB dociMent 
hav€^ ndt yet beem validated. Although som© content and concurrent yali-- 
dity may ,bf/givert- thOT ^siMe they have been developed from prior research 
the actual validatioTi of »these lists is currently' feeing conduct©! and 
wi\l be reported ^In Phase II of this project, along with ^othar aspects 
of this study, 

The researchers "extend appreciation to a ntunber of individuals for 
their efforts on behalf of this 'project* The support of the three Mass- 
achusetts Associate Coirunissioners of Occupational Education under whom 
this project was conducted is acknowledged : Drs, David Cronin, John P. 
Maiming, and Patrick J. Weagraff* In addition, the efforts yiif a. niunber 
of other Individuals Within the Division pf Occupational Education made , - 
this study possible. These, individuals are- Messrs. Phillip Halght, 
John Mbrlne, and John McDonagh* ... . 

Appreciation is extended also to the Office of the Dean of Boston 
University and to the Department of Buiiness and Career Education for 
their cooperation and support beyond the contractual .obligations on be- 
half of this project. Inadditionj the contribution of Joyce Malyn-Smlth 
to this effort is acknowledged* , 

_ ^ Harold S.. Resnlck . , . 

^ < - , Shirley H. 'Cainiody ^ 



CONTENTS'^ 



OlA^ER I % INTRODUCTION 



Hlstoi^ieal 0\rervlew and Rationale , * , , 
Relationship of this study to the 

pDlicy Paper for Ocaupational Education 
References* ^ . . • • - « . ^ . . « « • 



10 
14 



OWPTBR II I COMPETINCY - B^ED 

. VOCATIONAL TEACIffiR EDUCATION 



Rationale #* . . • . * • • . > ■ . . > « « # - - - 
Historical Ajitecedonts* . > ./ . . , . * 

Advantages and Disadvantaggs of CBVTE . , * * . , v • ' 
Some Distinctions^ Definitions^ and crassiflcations . '\ 
Modal Curricula for Vocational and Technical Teacher.; 
^ Ediication . • ' • * * , ^ . * • • . - . < 

Soma Operational Models of Competency-Based Vocational , 
Teacher Education * • . . * * . * . .... * * . * * 
References . . * • « . * * ' • * * - * * * ^ • * • * * « 



IS 
18 
21 

25 

27 

€5' 
S2 



CHAPTER III : SYNTHESIZED LISTINGS 

OP CO^ffETENCIES AT VARIOUS LEVELS 



Introduction. . * • * * * • * • • • • v * * • * * * * ' S5 

Review of the Literature, * V * . * * * 55^ 

.Criteria for Selection. 56 

Screening the Competencies* 56 

Developing Synthesized Competency Lists , * . * . . - * 65 

Initial Teacher Preparation List Development* , 66 

Middle Management and Administration List Development . * * $7 

Cai*afr Education Competency Analysis, . * . • ^ * • * * * * 67 

Continuing Researcli 71 
Competency List for Initial Teacher Preparation in 

Vocational Education. , % * . # , p * * • • * • • < * 71 
Competency List 'for Middle Management in Vocational 

Education . . . * ^ • * - * - • • * • • • • * • * • * • • 85 



6 



= Competency List for Administrators in ■ . : ^ 
, Vocational Education , . . , , . , . , , , . , , U * t t t 93 
Career EducatlQtflTdn^rtencies. Ne^ed by " 

El TOentary Teachers, % f, « 105 

Career Education Competencies Needed by 

Junior High School Teachars.^. . , * , . . * * * , * ♦ * # 107 
Caraer Education Competencies Needed by _ , / 

Secondary Teachers^ , . ^ • . # HO 

Career Educftlori Competencies Needed by 

Counselors , * • • ^ * < , * .113., 

Career EducaMort' &?^^#c6ncies Needed by ^ . 

Coordinatoirs * , / , • . . . , , , % \ . , . , , , . , \ V 116 
Career Education Competencies Needed by * 

Administjators , . . , , , . , , . , .* . , , , * , , « il9 
. Reference^^or Career Education ^ ^ 

Competency toalysis* , , , ^ . * >. . , r , 122 

\ CHAPTER ;iV • SlMiARY^ FINDINGS^ AND RECOKMNDATIONS ''^ 

Sumary of the Project , / , * . . , . . ^ . i. : , 1^5 

Prograiranatic Findings I Recommendations, , > , , . , * , > / 128 
Rec6mmeh4at ions for Further StuHy. , ^ * / , , * , . / , , > 130 

APpInDIX A : COMPETENCY LISTS - PART I 



Model . Curricula for Vocational arid Technical Teacher 
„ „^J:L.Bducatipn:.i.Per£ormanc 

^ Module Titles and Performance Objectives y * * * * , , . . . 133 

APPENDIX 8 : COWETENCY LISTS - PA^ II - ^ 

For Initial Teacher Preparation in Both ' 
Broad-Based Vocational Education and Specific ' ^ , . 

Service Areas, , . . , . . * ,> 1^9 

. ^- . " 

APPENDIX C : COMPETBNCY LISTS > PART III ■ ' . / 

For Middle Management Positions, such as ' . ' 

Coordinators^ Department Heads, Supewisors, - * 

and Work/Study Cdoperative Education- . . 

Coordinators , > . \ . . , , , . , . . , . . , w * < 203' 



til 



V3, 



, APPENpIX D I COMPETENCY LISTS - PART IV 

For Administrative Positions such as ' » , 

- - . Superlntend^t-DiTectors, Assistant Super^^ 

— Diractors of Vocational Schools, and Directors of Occupational 
; Education. , . . , , .... / . .237 

^ APPENDIX E • COWBTENCY LISTS ^ PART V 

_ = For New and Ralated \toeas - Career Education, Coranunity 

College Instructora, Part .Time Vocational Education Call ' 
Staff , and Vocational^Counselorsl . . . . , . , . . , , . . . . . 279 

; APPENDIX F I CAREER EpUCATION CO^ffETENCY QUBSTIONNAIRE , . . . . . . , 337 

BIBtlOqMPHY . . ... . * • % • ' * • , , . ,^ ,343 

, , ■ . ■ ' ■ ■ ^ ■ 

: : ' . ^ ■ ■ . ^ ■ , ^ ^ . . ■ 

^ . ^ -■- ' " . . ■ 

* LIST OF TABLES 

TABLE J : Functional Groupings of Competencies ' 

;^ > . . fo^Vtocatlonal Education. 58 

..." ' ' ^ ■ 

"table II 1 Functional GMuplngs of Compotencies 

'for Career Education. 59 

table III IndeK of Competencies for Teacheri and ' 

Teacher -Coordinators Cross -Referenced by : / . 

^ * , Clustfer aM^Study . , . , , . 61 - 63 

TABLE. IV' Index of ConqpetencieE for Middle ^ 

■ Management Cross^Refwenced by Cluster 

^ . -^nd Study I , 64 . 

i TABlB V Index of Competencies for Administrate^ 

• Crois-Refarencedbx Cluster and Study . . . . . .'. . 65 



. CHAPTER ONE ■ , . . ; 

INTRODUCTION 

^ i • ----- , t 

HISTORICAL OVBRVIBW AND RATIONAL E ^"--^^^ • . , 

The Office of Professional Development within the Division of Occupational 
Education j :>lassachusetti State, Dapartmen€ of Education , was first established in 
1971 undar the auspices of fOCTier Ai^iociate Comaissioner Charles H. BuEzal, The 
purpose of this. Of f ica was to ooordinate the approval of Occupational Education 
instructors throughdu^^ the Commonwealth, as wel4 as to administir tha . funds 
awarded to tha State^hrough the Education Professions Davalopment Act (P.L. 90- 
Prior: to tha establishmant of this Offica, the specific. supervisor for each oc- 
cupational area saparataly and individually approved instructori for his/her 
respective fields. The need for centralization of this fwietion, as well as • 
standardization of information' concerning the approval. process and criteria 
for approval, became plear ' as the number %f vocational instructors greatly in- 
creased due to the expansion of regional vocational/technical schools throughout 
^the Commonwealth of Massachusetts.- ■ 

In 1JX4. -a- ^tudy was conducted by Mr. John P. Morine, Chief Officer 'for the 
Office of Professional Development, and Kbr. Lot H. Cooke, Jr. who served as the 
proj ^et directpr . This study was entitled Professional Development Planning 
^ Study (Ktorlne, 197'4"3 and had' as Its major focus the organization and establish- 
ment of a centralized > computerized system for record keeping of occupational 
':eaucatioh personnel for all those approved instructional and administrative cate 
■gorifes identified thrbugh Massachusetts State Law Identified as Chapter 74.-. A " 



second pu^ose of this study was to obtain and make availstblt jnora accurate and - 
up-to-date informatton for Individual school dlstxicti^ detemine oecupational : 
education mfcupower. supply .and demand thioaghout the State on a continuing basis i « 
and provide more consistent and efficient service, to individuals entering teacher 
training programs. This comprehensive study was successfully completed and the 
data for individuals contained within the files was, subsequently computerized, - 

Since that, time, the Office of Professional Developmant COPD) has provided 
clear, consistent, and accurate data regarding occupationar teacher personnel, 
HoiJever, the number of individuals applying for approval and the processing of 
foiTTis related to the various approval factors, technical : and. pedagogical examin- 
ations; and professional development programs during the past years has continued 
to increase. This increased volume of requests places further demands on the 
OPD Istaff for the initial manual processing of applications; designing, admini- 
sterlng, and evaluating technical and pedagogical examinations; and coordinating 
professional development activities at, various levels with teacher training In- 
stitutions throughout the Commonwealth that offer the programs required for full 
approval. Simultaneously, the continued development and support of projects 
funded- through EPDA awards must be maintained* At this point in time, the staff 

.of the OPD cannot cope with the magnitude of functions that it is asked to per- 
form, /This is not a reflection upon the efforts of the personnel in this Office, 
but rather is a reflection upon the scope of thp responsibilities in which this 
Office is currently engaged/ * 

In addition to the functions stated in the preceding paragraph, several other 
major thrusts within the Massachusetts Division of Occupational Education, as well 
as new and emerging national directions for occupational teacher education haver 
developed recently, Hi of which impact upon the functions and responsibilities 

*of this Office. One of these directions is the Career Education movement, initially 



established under the direction of US. Assistant' Secjetarj^ foj IffiW Sidney P. :, 
'Marluid/Jr* Slnee its incaptlon In 1971, this concept has xeceivad widespread' 
accaptahce and support^ and has grown throughout the; nation with almost unpre- 
cedanted v^<^r^nd rapidity* Currently^ a National Office for Career Educktion 
has been Established in the US Office of Education, an4 ^ parallel* research com- * 
pone,nt for career ^^ucation has been established in the National ■ Institute for 
Education CNIE) . iTie cat'eer education movement, which calls for comprehen^ve 
programs §TOm kindergarten through adult education^ blending vocational and 
academic programs with a comprehensive career developipent progran for a coor= . 
dinatedj unified effort providing career awareness, ^exploration, 'and preparation 
within school systems, has led to a much broader perspective nationally for occu- 
pational education. Evidence of the national support of this movement may be 

■ ■ i ' r 

seen in the estdblisKment of the first Conunissioner' s Nati onal Conference on Career 
Education scheduled for November 1976 ;in Houston, Texas, in which approximately 
15,000 individuals are expected to participate|: ^ 

This broadened perspective for occupational -Ccareer) education is cohsistently 
reflected in the recently issued Policy on bccupational Education written and pub- 
11 shed by the Massachusetts Board of Education [19763 / Although the t m "occupa- 
tional educatiDn'* is used in this document rather than "career education", the 
components of occupational education described within the docianent cleirly encom- 
pass and embrace virtually all aspects of the career ed^ation movement. The . 
subsequent broad-based delivery systems related to the identification and initial 
preparation of personnel; professional, development on a continuing basis; and 
leWership development for personnel in bccupational education must now be addressed 
by the Division of Occupational Education, and will mostSappj*opriately,be desig- 
nated within the jurisdiction of the. Off ice of Professional 'Development . Conse- ^ 
quehtly, in addition to the current breadth of .tas^s to be .conducted by this 



understaffed office, there are now additional functions ttet must be identified, \ 
defined, and d. eloped to provide adequate, comprehensive services throughout 

the Cotoonwealth. . ' • ' • 

- .In an early identification of this thrust, a needs assessment package for • • 
advanced graduate programs focused on career/occupational feducatlon was developed 
and administered jointly by Fitchburg State College and" the ; Department of Bducatibn 
under the Direction of Dr. George B. James, and Mr. Gerard 'P. AntonelUs CJames, . 
Antonellis, 1975). Although this data Is still ^eing analyzed,, the initial results 

^ clearly indicate-the need for additional programs of professional development at [ 
advanced levels to further prepare individuals in academic, occupational, cojm- | 
seling, and administrative roles to mAet the needs 'described in the Massachusetts^ ' 

/ Policy Paper to provide broad-based, occupational education programs for youth and 
adults in the Commonwealth. 

. ' Further relationships of this report to the implementation of the Policy, 
Paper .on Occupational Education are addressed in greater detail iii a subsequent 

section of this document^ . * ' , ■ ' m 

Along with the career education movement, the Education Professions Deyeloprteijt 
Act CEPDA) has further identified a ^number of issues to be addressed, and projects I 
'. to be funded to support professional development across the nation. In keepitig . 
with this legislation, the OPD has sponsored^a number of EPDf projects throughout ,^ 
the Conraionwealth. A review of these projects was conducted by Dr. Robert M. Worth- 
ington, of Career Development Associates. " Inc. , in December of 197S, in which^en^ ' 
BPDA projects in the- State of Massachusetts funded under part F Public Law 90-35^, 
; for fiscal years of 1972,. 73 and 74 were evaluated , (Worthingpon, 1975);. At ;the 
conclusion or this report' Dr. Worthington identified a number p£ key recommenda^ 
: tions that impact significantly upo^ the long .term efforts W activitieT sponsdred 
; by the Office of Professional Development. ; Following J.s a brief highlighting ©£> 



■ reconuaendations of Dr, Woxthington<s report. . 

raiige plan for occupational education .professional 

' - —--'^-^ ^ should be established at 



^KffifiiSiS'd^eflbpmen^ : program and activities sr 

. ■ ■ 

^l^0J^pi^0'nim:e is no need to postpone planning for pro t es5iQnai 

development while awaiting guidelines from national ;legisla- 
n;.;/ tion since the guidelines are usually, presented in very 

IS;; general terms/ allowing for cortsiderable flexibility at ^t 

tf ^V state level. ^ This: planning should be designed as an annual 

"y plan for occupational education personnel development and 

"—7- formulated as part of the State^Plan for Occupational Education. 



3, An Occjgpational Education Professional Development Advisory 
Council should ba established and. judiciously used, . 

4, The Occupational Education Professional J)evalopment Office 
should, b# adequately ..staffed with parsons who have strong ^ 

/educatiphal backgrounds /and' experience in vocational/technical 
education. ' ' , 

5 , The OPD Of f iee should , be restructured into branches dealing with 



Ev'^^ certification and licensingi 



f; • v b*' V praservica occupational >tfachar educatipn^^^^.^^ 

'^''^'"^'Qih leadership' divelbpment' CEPDA and_ staff development at; state 

'and local levels)- ' i^^-^^Xt' -: " 

' ^ ^i'Jki. ; ^ ■ . 'I - 

6.. Oertlficition' and licensing for Occupational Education teachfarsv 
' and administrators should be decentralized. This could be ' 
, accortplished by the astablisMient of approved, programs at ; ' :; 
'l^"Selacted coli^ and universities, , \. ^ \■'r^.-■^^:;':^ 

. , 7*^ ^ effort should be made to recruit wpmen^juid parsons from 
. >,/§k minority groups laadirship. '"r 

• . '^^^^^^ '^^ ■ .-'^ \. ' - "iU " - ' . 

^ con^rehensive occupational education personnel development . 
nroErara; shouW^ba establ^hed at^'fcha^e 

the City of Boston. *- , " ■ ; - v , ... 



i' f 



9. Occupat3,onal Education Professional Development Canters should 
1 be establishad with a -critical mass of occupational education . 
faculty'^and support staff. 

10- Basic financial support must' ba assured to .the institutions which 
ara selected as occupational education prof assional development 
centers i ~ " - " — ^- . _ _ _ . 



.Clearly, the reconmiendations in the Worthington study address many the 
re issues in 'which the OPD iA .the Division of Occupational Education must currM^^ 
ivatve d'^--The^e ^eeCTmien dat-ions-ar^-b r^ad-and^G^fl^^ i n scnpe^^^hut: 



I 



>r4 






s1|!c'>'®^ education programis, etc. 

'5- , ^ / Concomitant with the career education movement, and the Education Professions ^V?"-^^ 



'/^V-' ..Development Act,, a national movement has 




:^ -.. 'education. The rationale for competency-based teacher education is expiamefl, - i' 
in greater detail Chaptet Two of this report r^In .brief however, , it is based 
j^J^.'Tr^Upon the premise _that_hi gher_ quality educational programs can be,*. delivered to: / 



.,,..^....„^.... . . - . - ■ -.-.^ ^'i^M'i^ 

/students if the teachers are professionally prepared in as precise a manner as 
' ' possible. This precision is accomplished by first .empiricallyydd^ntifying the:y^ ^^I'di^l 

(\L " ^ ' " "'-^ -''t- ' ^ ^ } " 

skills or competencies (in measurable terms) that teachers and other educational 



personnel need to perform their roles.- From these- identified competencies, the \ 
mos 



jst appropriate delivery system for teacher training and.. in-service programs 
may be established. This movement has been positively and consistently advocated 
'T'^ ^within the field of vocational teacher education, 'Perhaps vocational teachers 
have embraced the concept of compets^ncy-based teacher education due to the fact 
that historically, vocational education has bean based upon the careful analysis 
of the critical competencies (or trade analysis) derived from the body of know- 
ledge needed to work in a specific trade" or occupation. 

During the past several years, the efforts of Dr. Calvin J. Cotrell and others 
have reached fruition in the development of a national model for competency-based 
vocational teacher education CCotrell, 19Z5) . This modal is currently being im- 
I plemented in a riimiber of teacher education institutions throughout the^^^U 
H/- — States'. A review of the competencies derived from this ndtional effort ^ coupled 
- *\with comparative analyses of the competencies^ required for current vocational 



teacher approval may lead to suggested plans to improve the specificity of content 



sl^^ o^-^^l-tvery sy bt ^ms f or "^rfes^ion al- t ie yelopmen^pTO^ams-^n- Ma s- sach u 



r^A'Vr . . - ^ 



^ ' Such a Mview and malysis Hould be support ive.alsg of number of the major recom 
^:^ mendatipns and findings in tha "Korthington study* .. . ; ^ : , ^..^ 

•This research Study has att.dmpted to review carefully the national research 
:fev regarding competency-based vocational teacher education, prc^vide a synthesis of 

lese studies, and then compare this synthesis with the current status or programs 
1: within Massachusetts* moving toward suggestions to consider in both implementing 

' ■■ ■ ■ V ^ . ■ • -■ ' . ■ ■ ■ ■ - ■ ■ . ■ . ■ . , . . 

the findings of the Worthington study, and developing a system for comprehensive . , 
state-wide planning for occupational professional development in Massachusetts,. 

~ ^ - lir^968T-a-natAQnal^reaear!di^nv 



was conducted^for the purpose of reviewing current issues surrounding tr^^ 
industrial teacher education and certification. (Reese, 1968)^ pr, Robert M. Reese 
served; as the project director for this study and a number of , probl^s . and co^^ w 
cems Were identified -from the interaction of the participants. In v:thea^^ 
teacher certification practices, the report indicated that, every sjat^^^^ 
^to-a^nationa3r7Survey-f46Hrtates^e 



: foT^ trade .and industrial ^ teachers y The^ extent of these ^prdgr^s^ yariedi^ 
from states providing minimum tBacher education off erWrl^ t^ 
of Education without any college credit, to states requiring full 

/ degree programs. Similarly,; the requirements for^ inltial^^^I^^ 

teachers prior to their first teaching position in a school district: yarlpi^ 

no. requiremeilts at all up .to sixty semester hours, jjicluding student teaching. J v 

; The diversity was: certainly extensive, ^ _ 

■ " An additional lack of coranonality and consistency was noted regarding ^the 
■ technical skills required by teachers and the examinations designed and. adminisV 
; tered to validate these technical skills • .Since the Reese seminar was conducted 

prior to the initiation and completion of the competency-based program identifying 
~~tfie professionar skills needed B>r"^^tional tmiihers, a parallelrTrontrern^^ 



rvbieea regarding pedagogical^ skills. From this study, four major critical areas 

, of '.^joncern were identified . The first of these concerns was the need to identify " ■: 

^fw: ... ^ , ^ ' ^' ^ - . ' , 

;^ those professional con^etencies considered essential for -successful .teaching* 

" . , ' ■ 

.Since the, time of this seminar (1968) mich has been, done in this field, and is 

. ^ ' ^ .J 

,p.resent^^ in full detail in Chapter Two of this report, :: 
The second - critical area of focus identified' in the Reese study was the esta.- \ | 
.blishraent of a model for the measurement of occupational competence. Al though: " ""^^"t 

rr— ----- _ . 

number of institutes have been conducted since that time, as well as many nationalj 

"studies, such a standardized, widely-accepted model does not yat exist. However, ; / 

' ' * ^ ^ ,1 

a numbeF^of^itar^con^ifenrs^ave^bean-revie consi st ent^ dire ctions 

have emergad^ based Upon competency studies that have been completed, as well as 
the increased sophistication of the testing processes in general since that 
period of time. This research study also will discuss the measurement of occupa- 
tional competence. 

The purpose of the third major section of the Reese study was to determine those 
most desirable pre-servica experiences for new teachers , This concern has bean 
addressed through the establishment of several field-based models for teacher 
education, and a number of currently operational models are described in Chapter 
Two of .this study. 

Reese's fourth major, area studies the relationship of occupational competence 
onathe part of the teacher to student achievement in the classroom. While vthis is 
' a 'significant factor in terms of seeking caosal relationships between the level 
of preparation of the teacher and the ultimate student success on the job* this 
research study is not directed toward that particular issue. 

It is interesting to note as well that the Massachusetts State Department 



h-'^'bf Education has moved toward competency-based taacK©r certification and a review 
of successful job perfo^anca .through the legislation knom as. Chapter 847, Al- 
though Chapter 847 has not yet beeif funded, there is considerable likalihood that 
this will, occur over the next several V^^rs - Since this.-appears,^tp, be a dire^^^ 
fpr all areas of teacher and administrative certification, the Office of Pro- 
fessional Development, which^ approves teachers for all occupational fields, would 

r" be" very-consistent- with state, dirfectionjoth In^eras^of Chapter 847 and the 



Policy Paper for Occupational Education^ to consider competency-based programs for 
the initial approval and continuing professional development^ of its personnel,*' 
In recent months, two major efforts in addition. to this study have been 



funded by the Division of Occupational Education toTelp review tKOTs natii^nal—— - 

V movamenti, and assist with the development, of a statt-wide network of teacher 
trailing services mong institutions of higher education within the Commonwealth, 
This study, as one of these efforts, assesses the competencies needed by .personnel 
,at all levels, with appropriate suggestions related to teacha^r approval processes,; 

V examinations, and profeisional development. Simultaneously,^ Dr.^George B,. 0™es 
V, has been funded to work with Chancellor Jolm Hanunond of the State College System 
r-' v to. design a coordinated system f or/ the dalivery of prof aislon 

vicms^ related to occupational ^eacher^ preparation , In addij^ion^ under the di rac 

V . tion of Dr. Kenneth Ertel at the Center for Occupational Education, Oniversity of . 

V . Massachusetts, Amherst, a Council for Professional Development has been established 

-to develop goals for occupational professional development in the Commonwealth 
and determine^ the resources for a strong working Telationship batwae^^the state.- , 

' - college system, crthar- institutions of, higher education, the conmiunity college , ; 
^ system, representatives from industry, comprahensiva and regional, vocational- 
technical school districts, and minority groups. Itis anticipatad that this 

"^^^'^^^^coEbinld effort ma>raoTnuch to fieip the uttice ot Frotessiorial'^WWl^ireht la ^= 



'ill!.' 
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ij^lOT^ further its leadership role for prof essional dwelopment^ in the 




Sir^lvfMLATIONSHlP OF THIS STUDY T O THE 



.\pOLICY PAPER FOR C)CCUPATIONAL EDUCATION . -i^ 



l?rT; docume.-ifmay-then serve as a guide for the Office of PrafWssiOnal ;pey©lspB©nt . m 

"Sv - ' Tftvi^w rtf teachfiT anMoval Droeraros for Occupational Edueat.l^on-in/HassachUiett'S,'i^1 



K'. 



~f ^ — — — -. ^ , , it ^ u v-A-T'-- 

This study critical for the ^implementation of the Policy Paper for Occu*: r.^.x^ 



\ 



pational Education in several ways. The most single striking quality|Of the Policy 



Paper is tha breadth of definition of occi^pational education^,. extending from the ^ ---V 
development of app-^ opriata values and attitudes regarding the world, of work at 
the elementary school level to preparation for both generalized' and';specific ^ 
occupations at the high school level, and continuing through occupational edueation 
experiences at the post-seconddiry and aSult education levels. Vocatif^nal Education^,^:j,o| 
is, of course a "discrete and important component of occupational education/' 



Considering the breadth of, services described within the policy paper, the 
geriaral need to expand options regarding curriculum development and implementation, 
thm greater inclusion of cai^er guidance activities throughout the educational 



continuimi, a broader base of oceupatioij^al preparation, increased cooperation with 
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business, industry^ md egm^unity agencies , and the ^Qre widespread utilization' 

i£ all aspects of the scIiqqI utilizing existing resoitfces to redirect many pro- 

r^^v; gTMi 'toi^^ occ^atlonal : education. It Is most appropriate that per- 

^^^. sbnnel development, leadership development^ and continuing" staff development be 

considered essential ingredients of an-4mpl^ementation plan. Surely the most yalu- 

able resources of this, plan are the human resources^lready existing within school 

/ systems today. However, if these existing hmnan resources are to asSist^lth the 

in^lementation of occupational education as defined in the Policy Paper, appro- 

, ; priate professional development activities, as well as a re-exMiination of the .^^ 
: ■ . = . . J': - « '■ ^ ■ ' ' I ' ■ " - - .. 

requirements of personnel fulfilling these roles,, must be conducted. • VI 

InV.tKe past, the Office of Professional Development within the Division of 



^L^r:^^ Policy Paper makes a number of very positive observations and conclusions 

;vregardinf the current delivery of services.- However, the . Board notes in observa- 
;?v >tloh Ho:,^6 that ^^the quality of ^>ccupational education and its integration into 
s> ^ the high schoolv curriculum is often limited because pf the inade^ate curriculum 
> and' ^taff. development (p. 6) Improved curriculum is currently being developed : 

through such programs as project CAREER, However, curricula must continually 
V evolve and Da revised to meet locanieeds, . M such i^st aft within school lystems 



er|c 



■ ' Occupational Education . has focused extensively upon the^delivery of ^serv^ices- to™^- -^ 
: vocational teachers in vocational programs approved through Chapter 74 in /regional ---.y.^j^ 
vocational-technical schools, as well as approved^ vocational programs within com- 

^ prehensive school systems. As^stated in'^he Policy, Paper; ''the board recognizes 

^ ] ' ' ' ~ . ■ ■ - . ■ . ' 

that in the area of tjccupational education its responsibilities encompass post- ^ 



I./:' secondary and a^ult education as well as elementary aijd secondary » educatidn.^!' (p. 2) 
■ Such a statement clearly indicates the need for ej^anding-thi scope of this Office 

to encourage personnel utilization from the elementary school through post-secondary ^ '^ti 

education. ; ^ 



-mupt receive the training to provide such curriculum jnodification, In addition, 
the direct issue of inadequate staff development is cited in this statement. One 
of the purposes of this study is to assist in identifying t^Jose critical el.ements 
of staff development that are currently ndt addressed, and/ to help with the dest^| 
and possible implementation of models , to provide further iupport for these areas::.V 
^ " Another strong coneern of the . Board is the need for/ occupational educatlon l:^4?. 
programs to ''promote opportunities for school staff and community members to ;v - 
become more aware, capable and involved in' the career. pid^ce process, and en- 
courage the participation of business, labor,..:and coiimiunity leaders in the guxd- ; 
ance process, both in and out of school," (p.SX The/involvamant of such diverse 
gro^sUs a most ^^^ich involvement provides 

Virtually unli^ited_tesources to the students. Many of the requisite skUl^^^- 
late to the,, ability to coord'lnat^the^goals and activities of diverse "groups, de^ 

"sign and conduct public vrelations programs pfoWde^^^ield^afad^expf^ 
students, and effectively coordinate activities aiong leaders withTlrtlia_bu£in^ 
conununlty. Existing program^ of teacher preparation, and even programs of ^leader- 
ship development, generally are not oriented towkrd the devaiopment of these ^ 
skills for. educational personnel- "I 

' The Board states its> intention to ^ encourag^ the integration of occupational , 
education into the overall curriculum and instructional process by "focusing on 
the, issues of program development y curriculim development, and' professional develop 
ment. ' Professional development is defined in -the policy^^ paper as,, "involving, 
those Who provide occupational education with professional training and appropriate, 
occupational experiences to assure a sound understanding of the changing job mar- 
ket*'** Integrating into the certification requirements of teachers, counselors, . 
and administrators requirements for adequajte' career guidance. knowledge and^experl- : 
ence.*, facilitation of short term instruction by business, industry and labor. 



^participants who are distinpiished by virtu© of expedience and expertise. in a 
particular area J in collaboration with occupatlpnal education professionals* and 
St imula€ing unproved career guidance capabilities and involvement of all school 
personnel in the career guidance function*" (pp* 12-13) > _ . * ^ 

The concern that approval requirements for teachers ^ counselors, and admini-* 
stratprs may not currently be.sultable for such a broad. perspective of occupational 
education is identified and addresied specifically by^ the Board In .this .particular 
statement. To this end^ this research report deyotes particular attention to . 
this con^onent of the RqI icy, Paper ^ in that it wifl assist in "identifying those . 
nationally validated competencies and skills required by personnel ^ and provide ' - 
guidelines which may serve as the basis v for modifications to assist with the 
development of models and delivery systems, to help school , systems provide these 
services* . , 

- , This, study, therefore, is totally consistent with aiid supportive of the, 
goals and objectives of the recently published Policy Paper for bccupatlonal 
Education, and may indeed do much to jenhance the attaliment' of these goals as 
they ^relate ^to providing persohrtel in the schools with the increased capabilities 
and skills to deliver pro gr pis to students. 
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RATIONAL^E ' ^ 

__JCh€^^iithasTasm with which coippetency-based teacher education (CBTE) has 
been accapted in racent yaars is a response to both an overall growing dis- 

S ' •■'5- ■ - . ' ' ' 

satilfartion with the "traditional" teacher preparation processes, and increasing 
demands being placed on schools and .collages to be more accountable for their 
products. Such accountability demands a greater specificity of objectives as 
well as an increi^sed measurability o£ outcomes^ Among theuchaprges leveled atV 
teaehw^education institutions in general^ are these cited by Finch and Hamilton 
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1. teacher education curricula are not built upon the actuals-work — - 
1^' .^ requirements of teachers j _ , » ^ 

i^c/i . 2. instruction is not tailored to meet the needs of * individuals; ^ ^ 

irfc^;*^ 3. learning experiences are not pravided-^'hiVh.^el^tjBi'd^ pro- 

, fessional needs; an(]^ ' 



is not systemati<^a?.ly evaCluated, ' ^ ^ .r '^= f 



4, the educational product is not systemat^a|Ay 
In contrast to these 



concerns regardijig traditiOnai^^tteacheri^^ucation^modeliv.^^ 
,a; statemfent published by the American Association of polleffes^of "Teacher -Education 



(ElaiDj 1971) specifies five elements that distinguish a competency ior performance 
'based "teacher education program. They are: 

£ ^- \ ' * ' ' - " 

7 , Competencies to be demojistrated by the student are: 

^ ' a) derived from explicit conceptions of teacher roles; \ 

y ' ^ S b) stated so as to make possible assessment of a student's behavior ^ 

{r; ^ . ; , ' in relation to specific competencies; and 

_^ c) made public in advance. 



' ^^^;V- "rV^'^ \^^^^P$i^iMr(Wf^^ 

4. : 4 « . --pec tW^^i^vi^l^s.^;b£^'j:mast©i^ 

'--J r ' ■ ^' "Vv'^;:/" 'V ^ v.'f/ '- /r.'/ / '"/'^ir/.^S^^ 

ll^^l^t^^f^V^'^' -V 3 -^-/'Assessment of the student ^S' corapet,fncy: -'^.'/tV'\ '''' ^^'.-M'^ 

^^fiiilV'v^ performance as the primry source of evidence; 




based upon 

expl ic it ; in /stating expec t^f 
- - ■'. " • conditions; and. , 
g&iv;^ c)? made public in .advance 




^IXV'.^./r/ 4. The student's ratV of prbgrass through the" program is 

demonstrated CQmpetr-^'* ^-J-- — ™.-P.i*.i^ft™i^*^ft«;^ -^aX^^^^^ 




and evaluation of 
In addition, several elements 

ities of a competency-based ^uwiw&tAWit pxwgj.»ii j^iiw^uuw- ^ . ... , 

z^;/-^ ^ 1. instruction which is individualized, and p,ersonalized; :/ . /;J^^^"it^i 
^-^J 2. the learning experience of an individual is guided by feedback; 

■ ' ' ^3. the program is systematic; -'^'^ 
1 4, emphasis is on exit rather than entrance req[uiremants ; • 

5. instruction is modularized; and = ^V^^IVJ 
^6. the student is held accountable for performance. r . . . .....r.. 



The instructional program is intandM 'to' facilitate the deve 



The concept of analyzing the needs and tasks required for successful per 



formance in *an occupational role, establishing performance standards for students, '>',^^^;|;^,i 



and .evaluating performances using the Specified standards is not new; many aspects '^ -uj'SI^^ 



jlvV/ of CBTE have been associated with sound educational practice for some time. The 



I'c/:; ^ "newness" is the emphasis- on the use of explicit ^- validated competencies; more y OftV^* 

jl' /;/ objective student assessment procedures; and systematic delivery systems. 
■|'\:'i/' /. ' ^ * . ' 

; ;"\As noted by Curtis R. Finch (1974) / teacher educators fretjuently endorse 

. //>-.^^ ttobjjeed for the d'evel6pment of vocational curricula at the secondary level 

V""^ - ^ / / — — — ' ^ , 

' "based upon students' future job requirements. Their own courses of teacher pre- 
vP. -^/'paration, however, are seldom based upon the teacher *s actual job, requirements. ^.\^:^7^ 

^--■■■'V :vr -/ ^ ' ■ - ' . - , , ' ^ V ^'-''^'^^ 

/ -r " " - ' . J - , \ ' ' ^' - ' ^ - ~ ' -/.>-^# 




.%\Teacher educator^ insist that mor© attention ba given to individualization of ! 

'/ ' ^ ' , ' ' ' . • ■ ^ ■^■'•^ ' ' ' "- ■■ 

1' instruction for students, while their own classelPcontinue to be conducted in . 

;.^!:clock-step fashion, . Evaluation based upon performance, is ^fraquafctly mentioned as 

V r^::g(ml q£ smcondBTy and poit-iaeondary education, yat many teacher educator^'who 

espouse this need' focus on purely acadamic assesiment in their own coursefe.^ ' 

While the future of vocational teacher education is basicaljy no different " 

. ^ . ■ ■ - ^ . - ■ ■ . - . ■ - ■ - ■ ^ ■ ■ ■ =■ . ■ ■ t 

from that of any other -aspect of > teacher education, » there exist areas'^which are - 
/ of particular concern to vocational educators, and which relate to the efficiency 
of the delivery system- Many colleges currently offer vocational teacher edu- c 
cation in separate departments, identified by service areas (Agriculture, Businasa 
and Off foe,; Distributive^ Health Occupations/ Home Economics, Technical, Trade 
and . Industrial Education) * Research conducted at. the Canter for Vocational 
Education at the Ohio State University CCbtrell et al 1971-72), however, indicater 
: that this approach constitutes an unnecessary duplication of effort,- since more^^^^ 
than 90 percent of professional vocational teacher competencies are conmion across 
two or more service areas. The study that led to this validated conclusion is /^^-^^ 
discussed^in greater detail in a separate section of this chapter, ^ -v ' :1 

^ > - Vocational teacher education institutions can anticipate a reduction of "their 
costs and an increase in their efficiency ^by providing "core" offerings, common 
across a number of vocational/technical service areas * These core -or common of far in 
^;Would relate i of course^ only to pedagogical competencies. Gompetency^ased^ - 
^teacher education then has the potential to improve the efficiency and^^ost-^ ' 

effectivenesses, well as the quality of vocational teacher preparation programs v 
^^rj^H^* ^: T CBTE can be adapted also to teichar certification or a^prbval ^ 

^requirements * Teacher" certification nationally has traditionally been granted 
v;upon completion of a degree , or. in the case 6f vocational approval, working a ^ 
minimum; of six years in the technical area and completing approximately. 18-24 
academic credits. This approach is predicated on the assumption that teaching 



c 



* acad#mi^ degra©, or six years of work fexperience in a trade for vocational fields, \! > j 
'Competericy-^based teacher education can help initiate the incorporation of idsn- .^^^^ 
tified coirpfetencies into teacher preparation, and th^ same system can be used ^ 
to certify teachers, since th^- relationship between the two is very direct, , 



HISTORICAL ANTECEDENTS . ^ ^ - 



Antecedants o£ competency-based education'^for vocational teachers appeared , ^^k^ivfi 
as early as 1960. .WalshC1960) compiled a 'list of 107Vcompataneies needed "by- 

itrial education teachers obtained froffi*514 teachers of trade 'afiiPly^jM 



trade and indust 



industrial subjects, 228 state and local supervisors ^ and 120 trade and Indus ^ 4^ 
w^rial teacher educators . ' These .competencies ijere divided into ^ two - groups : 



it * >«J 



1) those involving ^nowl^ge and understandings and 2) those involving ability. 

0'rl#y^Q, 'Gunderson's study (1971) assessed those cornnon professional compa* ^r-,.;^*;^^^ 

tencies needed by community college instructors of trade and industrial and * UV* . 

'techifl-Gal' subjd^s:^ -i A survey instriiment comprised ^of ninevprofessional^ education ^^ ^^^^^^^ 

competencies was uti"y.zed to allow' instructors to respond to the level of pro- ' ^-^J 
' . . ' * ^ • , " - ^ 

^ficiency needed for each item in relation to their jobs* The study demonstrated 
tha;c the design, administration and' factor analysis of such a questionnaire is > —" ^'-xt 



an affective means of obtaining useful data for the development of vocational ^ 

education curricula,* - - ^ ^ ^ . ^-l:? 

'-^ ' - ' ;.| 



At the Center for Vocational and Technical Education j a team working under 



the direction of Calvin J\ Gotrell (1971) conducted a project designed to develop 
implement, and field-test curricula for the pre-service or im-service preparation, \ 
ofr a numbar of^ cafegorias o| vocational Snd-technical teachers. ma jol^ portion 
-o£ this study involved idantification of the pedagogical competencies needed by^^ ^^^^^^ 
teachers of vocational education Mn seven occupational service areas. ' 



:^ ; ^ =; A :st^dy C19723 o£ the educational competincy needs of post- 

secondaiy occupational education taachers in Katisas used a mail survey with a list'. 
o£ 45 professional education competencies considered useful and necessary in their 

, jobsi- The instnment was .structured to permit respondents to rata levals of 
prof iciency paquireds proficiency attained, and type of educational setting in 
which proficiancy for each competency might^bast be acquired. Findings of this- 
stady indicatad that the respondents identified a large number of similarities 
in the Pavels of proficiency required for these 45 competencies by post-secondajry * 
occupational education teachers. . / V - 

> In 1973> Ron Ely conducted a study to determine the performance-based ;->^ 

> pyofassional educ^ation needs of secondary level occupational teachers in New York 

^ State . An eighteen page instrument was designed, using as . its foundation the * ' ' 

pedagogical performance elements "developed by Cotrell at* al . in the ^ Modal Curricula 

for Vocational and' Techriical Teacher Education . The tnajor conclusiolis^of the 

study revealed that:^ , \ 

1. Teachers perceiyed some professional competencies as being very j 
' Important and others as being unimportant. 

' 2.' There is a considerable, anount of overlap in the in^sortance attached 
■ ' to professional education? competencies. , ' ' ^ ' 

3* Teachers in the seven service areas surveyed perceived their- p 
^ " mance at similar levels. - ' - . - 

; 4. There is little difference in rthe perceived in-service needs of voca-- 
tional education teachers in Hew York State. • ' / " . . 



S. The professional competencies dncludpd in the research instriiment 

repres ent a reasonably inclus ive 1 i at of the prof essionaf behavior of 
vocational^ teachers. . ^ ' / ' ^ 



Moore (1975) used mail silrVey and 'interview^ techniques to determine the/ 
professional education competency requirements of three groups of vocational 
• .-1 pi agricultural education majors,, four-year college, technical Agriculture majors, 
,^.*\?Md non-college graduates.' A list' of 256 professional education competencies 
most essential /to' vocatio agriculture teachers was compiled, using as a base 



the 384 competancias developed by Cotr'ell et. al, (1972) at the Center for 
^Vocational and Teclmical Education. The:list was then grouped ^into tan corapa* 



Findings ©f the study identified the following major results: 

1 . r Both groups of four-year college agricultural majors ^agreed that the 
competency areas of management/ guidance/ and professional role and 
, development ware more important in &nctioning as or becpm^^ 
• successful secondary level vocational agriculture teacher than the v 

other seven competency areas^. ^ ' 

2* Non-college graduates perceived the competency areas of guidance ^ 
:plaiming, of instruction, coordinations management, execution of 
^ instruction, and professional role and ^davelopmeht as the areas most 

Important in functioning as or becoming a successful vocational 
agricultural teacher, 

3. :Fbur-year collage majors were in need of In-seivice professionals ^ 
education training in the five areiis of coordination, vmw^ 
professional role and davelopment, planning of instruction, arid pro- 
.gram planning, development and evaluation* - i ^ 

. ; ' 4. Non-college graduates were in need. of in-service professional educa-- 
; / ti^on .training in all ten co^etency : aiqeas* . ' 

Currently, many college^ throughout the country are adopting con^etency- - : 
based education in their vocational_t_eacher education programs- In Massachusetts 
Westf iald Stata Col lege ^^conductiRg^an-^experl^ program using instractipftal 

modules based upon competencies selected from those identified by Cotrell at* al, 
at Ohio State University.. This program will be discussed in greater detail later 
in this report. ^ ^ \\- 

It is apparent that many of the recent studies and currently operational 



models have successfully built upon the foundation supplied by the list of pro 



fessional vocational teacher competencies developed by the Cotrell team at the 
Center for Vocational and Technical Education (Cru^f progress 1976).- Consa- 



ently, this report will utilize the Center *s studies; as its major reference 



point and review ^thar studies and implementation. 
I' . w research* ■ - ' v ... ^ 



trategies as they relate to 



ADV^n^GES AND DISADV^AGES OF CBVTE 



Most proponents of the CBTE and CBVTE_ movements would agree that a 'ttacher 



V^^^^^;, program is competency-based if it contains jthe following characteristics: 

4 ■ ; * 1. Individualized instructions The student teacher is involved in 

' ^making instructional choices that he considers relevant to his own 

interests. . ^ ■ ' ■ ''..-^^ - ■ 

2. Instructional modules : A module is a unit "of learning consisting of 
a set of activities intended to help a student teacher achieve speci- ^ 
£ied objectives^ and .contains the capability for measuring entry and 
' _ - exit student performance. ^ 

^ _ 3.* Time as a variable : Completion of modules and jtate of.prpgress through 

the program are determined by' the student achievement of the objectives 
' rather than by the -traditional requirement of course completion in a . 

;^ ^ , . fixed time span* " , ' 

,4*' Field-centered instruction : Because of ^the emphasis on performance 

in real settings with pupils^ there is earlier field-based activities 
w that progressively increase in intensity and extensivenesSr 

^ Emphasis on exit rather than .entrance requirements : Whi-le program 

■ • admission requirements are less rigid, demonstration of competency is 

; required .f or certification. (Vandei^oolv 1974) ; - . 

:;: It is generally accepted that the design of a viable competency-based voca- 

V tiona education pro gram^_ should integrate the essential characteristics 

J^ijt identified above into a comprehensive system for the delivery of instruction, 

; The Education professions Development Act (EPDA). Workshop on Competency-Based 

v ;.Vocational Education at Lexington, Kentucky in April, 1976 ^gutlined the charac- 

ryfi':^%^±BtAcs of an idealized program^ designed^ to incorporate all of the intended 



advantages of competency-based vocational education. A description of such a 
fei^jirog^am for students level is as follows: ° 

pif ' 1. The, student's "technical! preparation is individualized and personalised * 

:■■ Students must demonstrate occupational competence^ but do not have ^ 

'^Mff;-^^^.^^:^,-^' - to complete, a I'lock step'' prescribed set of learning ^ experiances , : . 

'h^;-{^:--'^\:ffi:':-A^^ Entering Students confer with a resource .person^ (the teacher thus 

serves - as- the resource person and not as the sole dispenser of know- . 
iiK^^^ -. ledge) and together they plan a program based on the student's per- 

!Sy>::^ix^A>-\^ ■ sonal vocational .needs, interests, and goals.. . . . ' 
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3. ' All students are expected to demonstrate a central core o£ Occu- 

pational competencies. Another set of objectives, while recommended 
is negotiable and is comprised of optional competencies that provide - 
-greater deptli in various technical areas. ~ ~ 

4 . As a studaftt progresses through the CBTE program^ his/her obj ectives v 
may be re-planned , bas^ on personal development and emerging needs 
emanating from experience in the program.- 

5. Resource persons are available to assist students in completing 
modularized learning activities* to suggest vadditional experiences; 
to critique student products and performance; and to help solve pi^o- 
cedural .problems, ^ ^ 

6. There are no fbrmal sub-coiirses in^ the technical sub ject in^ 

of the vocational program. All instruction ^ is based v on individualized 
learning (e.g, modules or packages) Students have the opportunity, 
as well_to__design alternative learning experiences ili^M 
necessary competencies. , = ' . ^ ^ 

7. Students are .brought together as desirable for intariction activities ^^^^ 
small group work, or class^discussion of^ general topics ;->^ 

S. Skilled practitioners from the occupational service area are used as ■ 
resource persons (teachers) as needed to' help students wijth speciaL^ , 
technical problems. , _ , 

9. Time is not a factor in the student's progrMi of progress; mastery 
of coin^etency is the sole criterion for success, v% 

10. Students may arrange to negotiate when, and under what conditions ■ 
they will demonstrate occupational compietence.r^^ ^^^^^ ; 

11. Credits are awarded to students^ on the basis of the_ number of modules 
successfully completed; or competencies achieved. Each module has . 
an assigned value of a fraction of a semester hour or appropriate „ v 
credit equivalent. A student is generally expected to con^ilete: a ^ 
minimum nMiber of modules each semester,/ but may progress beyond , as 
individual interests and talents permit. \, 

12. Student letter grades ar0 'replaced -by^a^^simpie 



system. Students who meet the _ criteria of a module are awarded, a ' 
grade of "pass** for that>^module on their official records Students / 
hot meeting the criteria have nothing entered \on their off leal records* 
,This is full implementation of the concept of mastery learning. 

' 13, Students are granted diplomas or certificates by meeting the school 's^^^ 
standards for demonstrated occupational 'itompetenci^ 
= the muiimum numiber of credits established as requisite^^^f^ basic ^ v'>^^ 
performance in the field, ^ . , . 

14. vl^ of. the program^ students receive a standard certifi- 

cate and a special transcript. The transcript, which is furnished to ^ 
prospective employers, includes a complete record of the occupational^^ 
con5>etencies demonstrated, and evaluations of the student by the 
resource person. ' ^ ' \ 



A program of this type identified at the secondary level and then appro- 
priately translated for prof eisional competence development in teacher education 

can help to meet a number of needs now being expresied by those_ concerned with . . 

■■ ■ ■ - • f ■ 

vocational teacher education. Such. a program inmediately places teacher education 
on. a more sound empirical base^ which may improve cuyricular relevance. Mother^ 
opportunity allows for the integration of research findings into jfunctional 
pro^iris, A third need focuses on the reduction 6£ inefficiency and overlap ' in 
vocational teacher education offerings between subject areas, CFinch 1974) 

, As vocational teacher educators 'prepare to implement CBVTE programij cer- 
tain cdncerns and problems may arise. Among these factors are the following 
listed by Burdin (1974): _ ' - _ . - 

1. An l™ifediate concern IS with the origin of pressures to Incoi^orate . 
GBVTE Into existing teacher educa^iori programs. These pressures 
represent a recognition of the importance of education | they con- 
stltute also the involyemfent of critical groups. Under pressure to 
move rapidly toward CBVTE ^ educators may be changing form without ; 
changing substance since a philosophical acceptance as walltas ade- 
quate professional development and resources:' fqr implementation 
roust precede full-scale program adoption* . ^ 

2. There is 'an absence of hard facts which clearly connect specific = 
teaching acts with predictable changes in student behavior. Factors 
beyond teaching,, such as a student ^s socloecpriomlc class status may 
influence learning and complicate efforts to detarmne casual rela- \ 

_ _ ^ J^_ipnshl^ ■ and specif ic 1 earnings by students * 

3. In selecting competencies to be included In a specific program, 
questions may arise such as i \ v • ■ 
a) ^ Which competencies should be Included in this training program? 

__Ji3^0i5L.Are_thes^ -CO be ^Iderit if 4^ed ? ^ ; . c ^ 

. c) Will they be made uncontroversial and even ineonsequehtiai simply 
to gain assent? /, - - ' 

; d) To what extent Is there temptation to skirt emotional and dif- 

ficult--and yet important--competencies? ' " 

= - ^ ' > " • . ' ~ ■ ■ ■ s ■ A 

. . - ^ . - . . . • ■ . ■ . . ..^ 

4* The following financial, problems exist as well. 

a) Developmental costs for the initial- training. and personnel and . 
' ■■ time to select comgetencies^, develop instructional materials , 

create assessment techniquesV and establish the management system, 

b) Operational costs/f or extensive instructional ^m . 
ment procedures, record keeping, and released time for school / . 

; ' personnel Supervising clinical experience- - 



5/ Following are some problems related to professional development of 
persoimel : 

a) Time and money are needed to develop, produce, and market, in- - 
structional modules; and to prepare personnel to u^e them 

^ effectively, 

b) The processes necessaty for teacher educators and in-service 

education personnel must ba assessed as well* 

6. Assessment problems as follows must also be addressed, 

a) CBTE advocates usually call for assessment of training programs 
based oifwhat students in grades K-12_can do. Detenninirig their 
achievm^nt-: -and therefore that of teachers— has to be based on 
techniques suitable for CWTE. Current. tests and procedures were . _ 
designed for traditional group learning environments based upon 

^ normative assessments.^ Grlterid must be shifted to learner outcomes 
assessed through multi-media, feedback, and student achievement. : 

b) ,By using normative ganerar competejricias, it is also feasible to 

include special competencies and related assessment for Blacks, 
Chicanos,-- Puerto Ricans, American Indians, Appalachian Whites 
' - ^ -'and other unique gtoups, 

A similar contrast regarding social class as it relates to competencies ' 
Stated that occupation and income ^of parents, place and t>Tpe of residence, and 
ethnic background have implications for some individuals in their vocational , - . 
development. C^ipsetl 1962, Magisos, 1973) ^ ^ - , 

"in conversations with many professionals implementing CBVTE programs, the , 
authors of this study have identified a further dilemma. In the name of 
dualizing instruction and providing. field-based teacher education- activities, 
a number of programs have become totally^ field-based and -modularized, Conse- 
quentlyv the students iijteract solbiy with their school-based support personnel • 
and university coordinator. There is virtually no contact with other students 



invoiveS; in the teacher education program. A number of these students" have ex- 
pressed dissatisfaction with this aspect of the program and miss the opportunity 
to share experiences with each other and "learn from each other's mistakes". 
The reinforcement of learning ,t^lat, other students share common problems and eon- ° 
cerns is lacking. A case may well .be made that some jissantial group activities _ 
-^and affective learnings are lost when ^a program jDecomes totally modularised and 
'afield-based.' 'Certainly further study is warranted to identify the most appro- - 



priate balance and match of fleid-based to Campus-based and Ipdividuallied to 

. ' ■ ' ■ - ■ ■ ' . 7 ■ ■ ■ : ' : 

group activities. . = 



SOKE DISTINCTIONS, DEFINITIONS, AND CLASSIFICATIONS 

^ Compatancy-Baied Teacher Education (CBTE) and Parformance-Baiad Teacher 
Education (PBTB) are not conflictinf or competing concepts although a distinc- 
tion does exist between them. Edgar- A, Kelley (19^^) defines PBTE as an approach 
which uses the demonstrated perfom of the teaching, behaviors specified in ^ 

' the teacher preparation progranii as the criterion for -evaluation of prospective ^ 
teachers. CBTE, on the other hand, is. based on the assumption that^ results 

^ obtained by a prbspective teacher in work with pupils in the. classroom is the 
appropriate evaluation criterion J with the expectation that the teacher will 
be able to repeatedly obtain the desired results, CBTB then can be viewed as an 
extension of PBTE i which provides increased accountability,, 

Because the intentions' of both CBTB and PBTE are essentially the same, - 
most educators now consider the ttrms to be interchangeable, with the desig- 
nation C/ PBTE as stilL another option. In current usage, CBTE is the dominant 
term and will be used throughout this report ; the other two terms will be con- ^ - 
sidered s>^onymous with CBTB for purposes of this study. . . 

As educators have moved toward the design of competency-based programs. 



" much attention has been focused on the development .of objectives..; Benjamin 
Bloom's and David Krathwohl 's taxonomies of educational objectives classify 
rS"^ ;pbjectives as cognitive (knowing) , afJectlve (attitudes, beliefs, valujis, per-, 
f y :Ceptlons, . ;f^ ' ' - V ; ^ ^ 

. W. . Robert Houston and Robert B. .Howsam (1972) provide a: list' from which 
. ; can be drawn foiir categories of .objectives commonly Included in teacher pre- 



Cpgnitiva objectivas focus upon what the to know. More ..^ 

specif icslly, objectives which sfequira studant knowledge about teaching 
or- about a subject matter discipline are axiaaplas of cognitive objec- 
tives* Most teacher education progrims haya .focused, in the past, 
on cog^lttva objectiyes/ Oftenv^^ measured in glo- 

bal waysj such as giade point averages or scores on standardized 
tests te.gT the National Teacher Examinat^ - 



2;;:^f£e€rtivtf^^ values^ 

and paicaptions which M^^ i^^ has of himsal£„ or of , others, - \ ^^^^ 

r as' well as the ba^^^^ which others have ' 

of the individual; All too .oft erip^^^ type" of inforaation has been '". \i 
reported Informally th^^ might, be 

" written: for a taach^r?s placement ilia in^ that tKe teacher ^^ ^^^ 

had.*'a good attitude", "was ent^^ "doesn't get along. J: 

wali^with: Others". 




part,^have been selected on tft© oasis or asiur^tiohs about what a, r,;^:.^;|^ 
teacher should do' to be effective. \ In the. past dfcade, considerable* 
research has been^onducted'rin anUttenp^ 
. of specific teaching Vahaviqrs. Video-taped teaching sequences and , Z^^'^^' 

: ■ : , various coding patterns or systems vhave^been used to identify rala* • / ; 

5 .; tionships between observable teacher behaviors and subsequent learner !; 

' behaviors* . : -■•/.^vi-.-v - t 

^r. ; 4. Consequericfe objectives are concerned witli ispecifying the, learner 

'i^i / ^ results to be obtained by th^ teacher.; The teacher is judged to be 

effective ot Ineffective on the basis of whether or.not^the students 
^ being taught are able to achieve the Intended^^^l outcomes. The 

^ / achievement of cognitive, raff active^ or performance objectives by the 

V ; * - participant in a teacher education program does^n^^ guarantee that 

' ^ \the pupils taught by the teacher will a intended'outcomes, 

r ' . " CBTE programs focus on the behaviors to be exhibited by the pupils 

taught by the teacher. ^ ■ . r-^ 

V Mounting pres for accountability in tpacher education has led to ; 
creased interest in consequence objectiyeSs- rather than cognitive, affective, 
',:i-::C::.;,^a^^ perfonn^nce objectives , as described above ,0 Accountability refers to the 
llS^^siM to provide a rationaie^^f6r. a plan of action] to be responsible for the ^ ^' 

y::^* results of those actions; "to deliver on promises. A competency-based program, > 

performance objectives, is intended , to provide an 
account able delivery system for teacher education. ■ ' ' ^ ^ 



changes in teacher preparation and certification need to be made* Edgar Kel ley 

' " " ^ . ' ^ • - = '\ 

- Cim), identifies the follbwingi . " ■ \ 

' ;* ■ , - ' .. ' ^ ■ - \ 

* 1. Pr as er\^ice progrmsv will need to be extended to permit the inclusion 
... - of teaching internships lastfing^two years, ' 

2. Certification standards' will need to be revised so that distinctions 

; between initial teaching certificates and permanent profeBslonal , ' " 
_ ^wtificates are based on stated perforaance and consequence criteria. 

Continuing to base credential s on the accumulation of years of ser- 
^ ^ vice in teaQhing' ajid the acquisition of additional academic credit 

hours should be eliminated, ^ n . ^ 

3. Supervision of teacher performance and /measurement of consequence 

; data in school settings, wilt need to be improved so that the reten- ^ 
^ ' ' tion, dismissal, or promotion of teachers is based upon the taacher's 

= ability to achieve intended consequencesr- — - v ' 

. CBTE is now mandated in. many states,' and strongly a^ 

^.dence is accumulating *hat vocational educators can meet the- challenges of CBTE, / 

and that the results of competency-based prograjns aM certifica^ 

are worth the expenditures of ^effort and resources, = . 



MODEL CURRICULA FOR VOCATIONAL AND TECHNICAL EDUCATION ' > . ^ 

The urgency for ciirrlcular change in vocational and technical teacher pre- 
'paration has increased markedly in recent years as shortages of adequately trained 
and' well qualified personnel have become ever more apparent* -The demand. to develop 
and offer relevant vocational and technical teacher education curricula based * 
on the current needs of teachers has grown. Lack of in-service education programs 
and.dupllcation of course offerings from one vocational service "area to another 
within teacher education institutions have also contributed to the need for re- 
visions* And ^ as ever, the debate regarding. the total amount of technical ex- " 
perience combined with the appropriate "mix**, of pre- and in-service education '1 
continues, ' - ^ - ' ' ^ " 

^ . In ^^^^^ these and other concerns and problems,' In 1969^ yhe Center 



for Vocational Education at th© Ohio State Univerfity created th© project knovmV 
as "Modal Curricula for Vocational and Technical Teacher Fducation'l, which ^ 
'^be. described in this section. ' ^ , . ~ 

It Was Tcbnsidered necessary to determine those elements o£ the professional 
development aspect of teacher education common to several service areas; and 
those unique to one or a few services in order to plan how instructional resourcas ■ 
could best be utilised and duplication of efforts eliminated. Therefore, the C 
study was designed to investigate the means of increasing the-Zefficiency and 
effectiveness of vocational teacher preparation by deteraiining the^ comnon ele™ 
ments while cojitinuing to meet the special needs of each vocational service* 

The, Center 's project/ "Model Curricula for Vocational and Technical Teacher 
EducationV, was undertaken to, develop, implement, and test curricula fox the 
preparation and in-service' education of all types of vocational ^d technical 
teachers and teacher-coordinators. The project was divided into two parts | 
Phase I* which ^ determined the pedagogical performance requii'ements for teachers 
of' conventional' service ar^a programs, and Phafe II, which identified the ped- 
agogical performance requirements of teacher-coordinators of cooperative programs, 
including new and emerging occupational areas. - ^ — 

The objectives of Phakf I were: 
. / / \ ■ ' ' . ' / ' : 

1, to identify the p^i^ormance requirements coimnon for teacherf m a . 
^ majority of vocational services; 

2, to identify- the perfoa^nce requirements unique -to one or a few ser-^ 
vices; and " \^ 

\ 3. to develop behavioral objact>ives for model curricula^ 

The curricula to be prepared were to fee projected from, a "career-oriented, 

performance-based study of the pedagogical needs- of all vocational teachers - 

Phase I was limited to determining the performancfe^^rlquirements of teachers in - . , 

agricultural, business and office, distributive, health occupations, home economics 



technical, and trade and industrial education-. 

- ... . . - ^ 

, Criteria fo^ identifying a performance requirement (qt performance element) 
were dafined^ and a system of analysis devised and tested. * Through application of 
^ occupationaj analysis techniques^ 237 perfonnance elements were idantified, ele-^ 
van of which ware subsequantly eliminated. Most were found to relate to the 
affeQtive and cognitive domains, A performance element was defined as the' smallest 
meaningful. entity of activity into which tha pedagogical duties of a teacher 
may-ba- divided. ^ . : ^ . ■ " - 

In translating-the performance elements into curricular objectives, it was 
decided that performance-oriented general objectives, rather than the more spe- 
cific behavioral objectives, would be. written/ 

A tWenty-one membar task force representing of each of the 7 services Ca 
teacher e^cator, state supervisor, and a master teacher from each service) 
was" then asked to evaluate the impdrtance of beach of the 237 parformance ele- 
ments for experienced teachers, using a 3 point scale, with 3 as '.'vary impor- 
tant"j 2 as "important and 1 as "not important". The task force was then askad 
to judge whether ' or not an alament previously rated "very important" was *con- 
. sidered , essential at a reasonable level of competency for beginning teachers. 
Tliis was done on a 0 -^1 dichotomous scale, ^ * 4 = .5 ^ 

The ratings were analyzed to determine which 'performance elements were im- 
port ant to all servaces to be listed as common elements; elemShta important to 

two to four services were** labeled "mixed | and those important to one or a few 

* - i 

services, unique el^ents * Some, elements were rated as not important, V 

The task force ratings indicated: ' - . ' ' 

.^"^-^^-.^i-y - If little difference exi'stedl in pedagogical requirements of secondary ^ ' 
and post- secondary teachers; . ' - . 

- - . 2, mora, mixed elements *ware found to be important to beginning tea^ 

^ chers than unique or common elements; = " " 



3. ho meaningful curricular projections for specialized courses 

ware found in the important unique elements for beginning teachers j 



4, 93%* of elements were found to be common - for experjencsd teaehersj 



K . _ ^ 5. the niixed and unique elements for experienced teachers did not ' ^ \,7.75 

' ' - provide a projection for specialized cuzrxcula for one to four ,^ - ' \^/^ 

> services; - . - . . ^ ^ ^ «\ * 

' 6. the findings of performance requirements project* the feasi^ ; ' /^'^i -'^^^l 

' ^ bility of core curricula for collegiate undergraduate, «id gra^", /?.7C? ^?^fi 

- duate iji-service education for the preparation of-iTeachers ^ , ; 

for Jcelatively standard vocational -technica J -progr^s; ^nd ''^''ii^Cfit 

. - 7. the 50-60% of performance requirements "classifiadriMf mixed;, or -^^f :^^^^ 




A critical i^j ti^.-nt sur^/ey was conducted by mail and analyzed to deter- 



% ^ ^* '-5*;^^ 

mine it£ qq-7:i. lOI} to the » performance elements previously developed in the /J j^'.^^^'Ji 



occupatioui-^ aadSyi^iri procedure. This comparison was completed to give ' -" ^j 

validity i:o the performance elements not founS in the initial occupational 

analysis. A critical incident is defined as an net by a teacher that seemed 

markedly effective or i ^ffoctive, whether in a shop, laboratory, or related 

class; in high school, fc- hign school, or an adult program. The incidents 

wert classified into the fcilowing divisions: 

1. Instruction ^ , ' * ^ 

, 2. Guidance^ 

; * - 3. Management ^ ^ 

4, , Public and human relations - ^ 

5, General school activities . ' ^ ' 

6, Professional iOa© ^ ^ ^ . . * 
V ■ - 7. Student vocational organization ^ ^ ' ^ ' ^ 

' \ ' 8. £. ordination, . ' , 

rt' ,^'* The incidenti. \. . e also giouped regarding their relationship to beginning ^ , 

^ teachers ' C\^7 ^ vears experience), and experienced teachers (4 'or more years - 

--'^ , ' » , , ' r ' ' ^ ' ' ,# 

-/ \ experience ' s „ ' ^ ^ ' - - 



■ \ - 31 -, ■ ■■; • ; ' ■ 

'. *^ ' . ' ■ ' ' - - ." ... 

= 1. Introspection and interview techniques of occupational.vanalysis 
should be applied in the determination of performance require^ 
: - jnents of positions for which personnel are to be developadj 

.'^^ evaluated* or certified> as well as to periodically .revise the 

..^ " perfomance requirements of positions to support changaa in 

^ - ' teacher education curricula, ^ / 

.2. Consideration should be given tG developing core courses in 

teacher education curricula, ^ However, factors other than per- 

/ ^ formance requirements^ such as teaching strategies, time con- - 
straints,. etc. , should be considered in decisions to establish 
core or specialized teacher aducjttlon courses* 

The pedagogical requirements for teachers then Isecaihe the basis for the 

creatibn of general objectives* These were grouped into the following ten ; 

categories: ' ; 

1. General objectives for Planning of Instruction , 
,2* General objectives for Execution of Instruction : 

3. General objectives for. Evaluation of Instruction j 

4* General objectives for Guidance ■ -'^ ^ 

5. General objectives for Management ■ . ' 

^ 6, General objective^ for. Public and Human Relations " * 

7, General objectives for General School Activities 

B\ General obje^ctives for Professional Role^ ^ ' 

9. General objectives for Student Vocational Org^niiation ■* 
10* ' General objectives "for 'Coordination ■ ' ^' * 

Criteria fcyr' evaluating the achievement of each competency ; is included 
in the. matrix of objectives. , * ^ 

In Phase II, the performance requirements of teacher-coordinators^of 

vocational and tjchnical programs were identified. The programs included^ ^ 

werer off-farm agricultural, distributive*, wage-earning home economics^ 

office occupations , special needs>^ and trade and industrial^ education: Spe- " 

cific'objectives of the ^ study were: 4 / 

: * =: . 1 * to identify the performance elements required for teacher- v 
, . . coordinators of . six vocational programs studied; and-- ^ 

2. to determine which elements were common to a majority of the ,"' 
' ' .-^'v programs and which were unique ^to one'or a few. . , ^ " 

As in Phase I, occupational analysis through introspection' ah^ 

rview techniques was used , to obtain ;the~*pedagoglcal performance requirements, 

'which were then rated 'by a 3 00-member , task 'force to determine the degree of. 

' - \ ' ■ : ' - - . . ' ■ ■ . _ . ■ ■ _ . ' . ^ • . ■ 



,ii^ortanc#'of each of the. rtquirements of elements* This resulted in the 

' ■ ' * = _ ■ \ ■ ' ^ ■ ■ ■■ 

identification of 385 ^perfonnance elements^ 98.1 percent .of which were rated 
as coffliiori requirements of the six programs* Less than one percent were found 
to be unique* It , was concluded tH^ performance requirements for teacherW V , 
coprdinatojes of all six progrMs were very similar,, leading to thfe recom^^ ^ ) 
mendation that core offerings should be considered in developing, curricula, v 
for the preparation of teacher-coordinators, - - ^ . 

A follow-up QOnferehce with a 10 percent random sample of the original > 
'task force resulted in confirmation and clarification the origiii'mL. .ratings • 

.Pedagogical activity was divided into, 10 categories similar f? ' 
seltcted previously for teachers. The 385 performance elements were divided* > 
into 82 elusters of related elements through the interpretation of a computer 
print-out produced by factor analysis technique. This served to expedite a 
review of the performance elements and ratings. ' ■ ^ . ^ 

.Mo stipport was found in the study, for offering' specialized professional 
education curricula for each of the cooperative vocational education. program^ 
represehted in the study. -However^ a perfoxroance base was established for the. 
development of teacher education curricula/ certification requirements, and ^ 
evaluation systems for teicher- educators and teacher-coor^ 



J 



tive vocational education programs* 



1 



In the next step* data from Phases I and II o^the project were merged to 
establish a combined scit of 390 perfdrmance elements which form the" current .^^ 

"foundation for the program in its present form=. These performance elements I; 

<Jiav^ been gr'oupW into SO clusters and assigned to 10 categories; they were f 
then utilized as guidelines for the development .of performance-oriented general; _ 
obj ect Ives for pej^ormanc«-based cure curric{i^_^o^.pVepare^in^School vocational ' 
teachers and. cooper at ivp secondary program teacher'^c^rdinators for all vocational 



,1 t. 



' 1. the performance requirements as guidelines for. a career-ba'sedV ' \\ ^ '^i' 
and relevant teacher education programs are' tha' same for secondary^' 
"'and' post-secondary teacKers of in^school occupational programs- in^ -^^''^''^h 



— ^x^r^Based^upon-tha- r esults-of^Pha^gs—I—and^I I=^of^the=T>rp j ectrrtha^Hnves^ti- 
^?t-iators conaludad that: , - . ». 



, all servicasj and . 



^^2, the requirements for teacher-coordinators of- cooperative progrins ' j^ /- f-^^w^^ 
for all services are the same. ^ » - . . ^ - ^'V? 

The results of Phases I and II were merged and reduced by logical inter* " ^ - ' 



;^l?;:p^ and comparative analysis. Based on the data collected, the perfor- 



"A "'mance elements of teachers were considered as 1) core basiG* -and 2) core 
,>h^'r_r tion guidelines for curricula for all teachers of secondary and^ post ^secondary 
'■^^^ in-school vocational programs and teacher-cootdinators of secondary coopera-^ 

tive programs, \ , j//^"' 

f^^:., / Performance-oriented general^ objectives were developed to clarify the 
'yf intent of each element,. These are similar to behavioral objectives , but slt^ 



i^i^j^vrritten on the general guideline level Each performance-oriented/^ genial 



7 " objective is based on one or more' perforraante elements, and consists o£';the 
Ijr;^. following: 



iff'"' 



a statement of the desired activity of the^teachar, 

the general conditions under which ^the'^ctivity will be carried 
out, ^ ' ~X 

suggested general criteria^ 'foi/^^ppraising achievement of the 
objective ^ / 





The general^ conditions (teadhing environment), for instruction would be 

^*Qne ^of : the following co^ifigilrations: 

' '^'^ ^ 1. pre-servi^ce or in-service programs; 

2. any teacher education institution or program; 
- r * 3. a methods, class, micro-teaching cliuic, student teaching, intern- 
s'' \ I . ship or other specific teacher 'education activity; and 
' " 4. various levels of performance C 
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Ip?"^^ ^ A Ttachei' Educati^Smninar'was provided, with prWmititions on the,^^^^ 

V -..i'lji^S.*^ j-^*^£ii«ji==^==^i i ^ — 'rka=^aa/*»-i«TtB^fifc=»li*»i4gmBjTiaT%^'na^t4ei pants ' - ^%^>J.*^ 



wer© syntTiesised into: 



i'^^.jjrf '■list of^ suggested core offerings r airi / '^z"-. \m * ^ .^^tlf^' 
^ lig^ q£ suggested core teaching strategies- - - " ^[ ' ' ^^'4%^* 

^f-I^^^^^ of data from Phases I an^ 11 x©™!?^ i^tha* fi^*^ J / if^^^ 



listing of. 384 alCTents 



> ,;teach©r-cooi'diTiators of 



ll^'-^V i,as the basis for m-iting th^ perforraance-orieiited gcm'eral ;ob3ectives\ contained 

ll'^^^ t'' ^^-Each general objective consists of 




the statement of required 
element, each ttf which 
will.. 



ed activity' derived from the' ^performance; ,.^C^^ ' 

is preceded by the^t»^«?:7m^^^^^^ 



the conditions under which the activity is to be carried out-^ ; • * - 
fthe^same set of guidelines is used for all general objectives); ' 

and . . , ''^ 



criteria for evaluating tha teacher's performance, of tbe^ activiV- . :';>t^l 



The criteria^ provided were included/ to amplify the intent of the. elements, and 
are not all-inclusive. Users are urged to amend or write additional criteria 
as^ appropriate . 

The general objectives sl^ould serve as guides to curriculum developers, 
and help keep their efforts performance-based. Frequent reference to the 
general objectives will reduce the tendency for curricular units being de- 
veloped" to revert and emerge as traditional "subject-centered*' material. 

The list of categories and performance elements, along with examples of 
the use of the category framework and the development of performance objectives 
from general objective criteria, are contained in Appendix A. 
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f - Passaee 6£ the Vocational Education Act in 1963 and the Vocational Educa- 
tion Amendments in 1968 provided impetus for the growth and expansion of Uoth 
sie'condary and .post-secondary occupational pro-ams . Expanded programs created 
t a large demand 'for additional -teachers. The new demands of these manpower needs,-, 
placed on teacher^ education institutions required that a new, hard look <:b^;>giYen^5^ 

" ''^ '^ ' . / ^ ' " i ; 

t existing delivery systems for 'vocational teachers. It was acknowledged that v. r 
.y^^ preservica and ins er via a vocational -teacher education programs tmust provide for i 
- : both baccalaureate and certification requirements, but it was also- considered \ ; 
desirable fot graduates to be of a higher quality than those previously prepared. 
. New alternatives to the tr;aditional approach were needed. ^ ' . ; J* 

The con^^pt di competency - based vocational teacher education' is^ cur<;;'. ' 



rently being implemented in many institutions throughout the country in response < 
" to these pressures for change^- In this section a^Humber of such programs will 
be described, j 

University Of Miehi^a^ Model / 

The University of 'Michigan has created a program bf teacher training for 
occupational education which has a competency orientation # This program does ^ 
' . not separate teacher trainees by service areas for the professional courses; 

Qormon professional teaching. competencies are emphasized. Individualized learn- 
^^^^^^ - d and directed teaching experiences applicab^le to' the specific * 

. vice areas are provided^along with technical contract courses for each o^f the 

- ; occupational subjects. . - . ^ 

Whan this program was initiated In 1971 ^ students with occupational work 

...... . -! - ^ - *, : - , ^ . • , . , , • ^ ^ ■ f ■ . ' , " 

axperience were given priority in enrollment. Students lacking such'^experience 
" were enrolled in "Structured Work Experience'* courses to enable them to receive 

- ' . ^ ^ r ^ • . . ^.^ - - — •• ^- ■:■ . " ■ ■ ' v .- 

on-the-job learning experiences, and all students were encouraged to maintain* ^ 



l^tit^^^th^ir '^occupational skills .through part-time work in their oceupationsl areas , . 



the program . 



,S3l''\;V:'. - '>The curriculum for the program at the University of MichigOT/ i3 based on'^ - /jf 



V:- . VThe curriculum for the proeram at the University of MichigOT/ i3 based on 
p^'^<^l'^<K269 cofflpetincies which were chosen from the 384 cdi^etencies ideihified by Cotrell 



' ;©t. ,all in the ''Model Curricula for Vocational and Teclmical Teache^ Education" 
^ ;bv: projeet at Ohio State University in 1971, . ^j^..^ . ^ - - * 



^^^^ J*: ^ 'Individual competence is gained through a multiplicity of le>aming^f 

ences including teaching the socio-economically disadvantaged.^- ^^^e^pment of. ^ . ife^?^^ 
Student-centered instructional techniques, and self-tevaluatiorijj'through directed :^V"'f^| 



\ /teaching. 



The starting point within the curriculum schedule is dependent upon the^^* ^ t{J|t 

]y\^^\\mntTy skills possessed by each- student entering the program'; ^ S^tUde^V^may eWn:^ ,<^,£^^ 

'V"' \ •■' ' § • >^ ''^ ^ * V* * ! * "\'V^J^\< 

'^""7'.; baccalaraeate degrees, and graduates are qualified for general and vocational . ^/^l 



teacher certification. The curriculim schedule j described ds functional course 



titles is shown in Figure 1. \ >^ . -^4. 

The Occupational Teacher -Education Program at the University of Michigan 

' " - . . ' ' \ 

was based on the following assumptions: 

"1, Teaching competencies can be identified and validated. 

2, Teaching for occupations requires specific competencies which are com- 
Ifldh for^all occupational teachers. • ■• 



3. ^ Students bring to every educational experience a variety of back- 

grounds and past experiences , and therefore ha%e individual needs ■ 
and patterns of learning. . - - 

4. Students ^lavi different abilitiap.s,and levels of motivation^ mnd thus 
progress throygh^ha program, at different rates. * 

5. * The commun«y^eolleges and certain private vocational -technical schools 

are dolng^ an outstanding job of developing technical occupational 
competencies. Graduates of these progrmns can be prepared to teach. , 

6. " Inservica teacher education. can be an \efficient means of providing 

qualified occupational ^teachers . 

■ ■ - . : ■ ^ ^ .> -i 

These assumptions were combine3 to form' si^ unique foundation for the program*- 



l^/v^^'Whiah' was eharacterized by four main concepts: ' ^' - 

^^^^^ .1)-, — (fompetency - based teacher education; 2) comprehensive airf across- 



pSi0^^?^wv the-board programs of study; .3) emphasis^ on teaching the disadvan*: 

mtaged; and 4)^ capstone, (Vogler and Pat ton, 1974) * ."U'=:;^ 



If 
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Structured WorK Exparienca: 



Semester Three Courses 
Ganeral Education 
Minor Requirements 
Electives 



Semesttr Four Courses 
Directed^ Teaching^ 



■/ iRequirtd for teacher certification, 

^{^equired, by Occupational Education ProgrMi 

\ ^Qourses and semesters may be Interchanged with the limitation that 

directed teaching must be done with senior standing. 



s^the^basis for all content taught . Credits were ^earned through the successful 
fcpnqjletion of performance ohj ective§# Individualized instructional modules , ^ 
seminars^ structured work' experience/ workshops, conmiui^ity- based observations, 
.fieldf^based classroom prapticums j micro-teaching^ and individualized conferences 
supplemented classroom instruction. 

All categories of serviee areas were blended* in The University of Michigan's 
Occupational Education Progr^ to provide a coi^rehensive delivery system cQn-.vv^^ 
sistent with non-categorical legislation and emphasis on teaching/^ 

learning rather .that occupational content. This approach ^also gives students 
broader exposure to occupational education and provides the means^ of preparing|^r?i 
teachers in highly specialized, rare, or emerging occupations. - ? ' "'^ • 

Vocational education for disadvantaged students wai^ addressed through the, ; 

addition of the following components: ^ '.r ^^il . ' ^ ' . ' 

.... ^\ ."^ . . k^»..^v.v-{-^/-*''*^* 

1, The student participated 'in an on-site ^workshop in Detroit, Michigan. 
, ' The workshop provided sheltered exposure to community and family 

environments. Cooperation with, sixteen social agencies' facilitated 
the workshop. An intensive interaction seminar followed'^the. work- . 
3hop. r.^ ■ ^ ' ^-'-cX^^u-. ' " 

2. The student observed and aided on^ day per week in a Detroit public 
school vocational class under the supervision of a certified teacher - 
The experiences were coordinated via a weekly seminar with univer- • 

^ ' ' slty staff. 

' ' * " r 

. 3, Tihe educational psychology and educational sociology courses wete 
v< ^ - taught in the urban setting, with other urban education students, 

: ; and by instructors "with urban education backgrounds. The content 

- and sequence of learning activities were coordinated with the restV^^^^^^ j 

r^v of the professional education experience* (Vogler 6 Patton, 1974) 

An occupationallycon^etent student is "capstoned" with two 
7, years of university training to complete a bachelaureate degree. The 

concept is based upon the assumptions that: 

^ .a.; the community college or post-secondary occupational training ; = 

; center can provide better facilities, staff and equipment for 

occupational training than the university, ' ' ' 





■Temple- University^ 'l^diV ^^\i:M^^ . 



University in: Philadelph 

l;$:;ia:^;s%gstiA, BB thm of an agreement 
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Sa' rVQ^ational Intern Teach ing which is Applied Learning . ^ ^ ' . - 

Program VITAL v/as initiated as a result o£ the conclusions that the tra-. 
ditional in-service program of vocational teacher preparation at Temple Univer- 
;'_.'Sity, was not greatly influencing the teaching behavior of it^ in-servicat^taaehers 

It was believed that the reason' for /his was that the application stage of the 
st^MU earning process was being largely;*ileglected due to the prevalence of lec^ 
and discussion modas of instruction ; The goals of the pro j ect were : 

1. .to individualize the vocational teacher education program; 

2. ^ to implement a competency based model; and- , 

3. to ^require each in-servlca taacher to prova his/her teaching compe- 
tency in an actual teaching anvironment. (Adamsky, 1973) 

Modules provided by The Center permitted the progrM to ba individualized 
■ V ^sinca they could be assigned to each in-service teacher according to her/his 
: spacific naeds , Modules move the user through stages ranging from awareness 
t; - to application with^ specific, criteria for evaluating^co^etence^v so tha program 
;:r could ba con^etency based. The compatehcies^ that accumulate through; these, 
laarning. experiences- can then be proven in actual teaching environments . 
Among the concepts, integrated into Progr^ VITAL arer: field-based ^^^^^ 
r?/i:-v education j competency- based ..teacher educationj^ criterion referenced evaluation, 
: individualizad learning, salf-pacing/ self -evaluation and-d^feranti^ted staff- 
vi^ works in. combination with the other s.^ 

Differentiated staffing is con^dered a- critical ^i£OT^f^^*^his staff con- 
sists of the following! 
: Tha Intern , - Since he/she is responsible for his/her -own learning and par- 

u^foiTOS self "avaluation the intern is considered a member of the staff . ; 

The Rasl^ant Resource Person - He/she is a master teacher in the. school in 
. which his/^^ teaching. He/she helps the' l^nt^ns analyze their 




''' needs and .select modules. He/she guides interns in the selection, o£ learning 



experiences and provide feedback onJperfoHnance, , ^ ' . , , " , 

ii/iV r;v. ■■:.-'.=-■,!>?.;•- '• .- -X ■ ■ . . ; \ .■ - . .. ■ r-.i .■ • . ■ * ■ ■ . ^' .- ■ ' ■. - . ■ ... ; , " 

—The Field Regource Person - He/she is an employee o£^ the university .and' func- 



/tions' in a manner similar toTthe^ resident resourfie person. In addition, the field 



resource person collects evidence of the competencies developed by the interns 



and submits it to the senior teacher educatoriv 



The Senior Teacher Educator -- Hp/she maintains cooperative relationships " " 



-I 



betwaen^the university 5 and local schools where the interns are placed. He/she " ' .^-^ 

<i r r' ' - " ^ 'J .\\'4 

reviews the competency .'dav'alopmehts of ^the interns with the resource persons, /t^^^t 
and facilitates the development of their supervisory skills- 

The Council of Educators - Representatives of Ipcal administration, teacher 
education and competent teachers comprise the council of educators, which reviews '"^^^ 
evidence presented by the senior teacher educator regarding an intern, and reco-- 
iranends that the 'intern' either be^provlsionally accepted .into the profession, o 
develop additional competencies. 

Program VITAL is now in full operation, serving Eastern Pennsylvania. The. 
success of the project was bast expressed by a master teacher from the Delaware 
County Vocational Schools who said, ''The teachers^ gut here view the traditional " 
ptdgram as something an^ intern teacher must complete to get a teaching certifi- - 



cata. In contrast j they feel that the iritern teachers receiving their prof as- ^^^^ , 
sional education VITAL style are developing the skills needed to reach vocational ' 
'Students" (Ataisky, 1973) \ ' ; . " ^ 

^ \ , Wayne State University — 

Wayne State University .in Detrait, Michigan a&tablishad. Vocational and Applied - 
oArts Educatibn CVAE) in 1971, and comprised of three former : departments; Business 
aiid Distributive Education, Family Life 'Bducat ion, Vnd Industrial. Education, The ____ 
pu^pse of this new department was tO;; "develop a systems ^proach for ^the prepp 
arafibn of teachersy supervisors and atoinlstrators in Vocational ancf Applied 



Arts Educatipn," (Cook § Richay-no date) - ■ - 

Tha theoretical as^ianptions upon which the VAE program is based are these: 

■ 1. ' The classroom teacher makes a diffarenqe in the teachings learning 
- ' \ process. ^ , , ^ ' , 

2. Teacher education can and must make a difference in teaching per-; . 
; formance. » ■ „ - ^ 

. 3* The teaching-- learning process can be divided into a series, of iden- 
tifiable parts. . > , 

Decisions concerning revision of anj^ part of a teacher education - " 
. program shoiild^be dat^ based. ^ ' ' - - 

■ ' S* A partnership should be developed between teacher, educators and , ' 
; ' public school personnel * ^ v ^ ^ v : ' 

6.r Each institution should develop its own program. Ultinfatelyj a pro- 
grM must be internalized by a staff : it it is to.be viable^ : ^ /I 

id was concluded. that a typical teacher education program consists of these 

t'hree t>^es'Qf competencies: . ^ . - 

- ■ ^ f ■. ■ ■ ■ . . ^ = . . ' ^ • . ■ - , =-- ■ . ^ \ ■ r =■-:".. = ' ■ 

1. . General education competencies - knowledge skills and judgeihents 

contained" In the first two years of the liberal arts section of an 
undergraduate degree. ^ ; ' ' ■}■')■ ! 

Teaching content competencies ^ knowledges ^ skills and judgements 
contained in the program^requirements of the teaching ma^or-and mi- : 
nor.' - ^ ^ ^ ^ ' ^ _ - 

p^ofessionai education competencies - knowledge^ skills and jud 
men^ cmtalned in the required education .experiences v : y 

The third group of con^petencies were the focus, of the deyelopmentv ; ^ 

of th# VAE ^pr^gram^ince these were the direct responsibility: of the Colleg 

of Education. There ate four major phases in the program which must be . 





approached sequenti^ly by the student Each is field-oriented ^ with ffmld 

contact increasing ats each step. They arei . ^ . , 

Phase I Introduction Nto Vocational and Career Education - a four hour 
^ _ / course which assists students iS developing an understanding of 

the job of a vc^cational teacher and in deciding If this is the 

career choice tliey wish to make* 

Phase 11 ' foundations of' Education - an eight-hour course including educa- 
■ ^ tional psychology^ school and society^ and analysis of teaching* 



ll^X'-ii^-Phase, III Methods of Teaching - six classes, consisting of eight ^hburs 

^r'»'-^ s,V ' ' for aach of thre* curriculum areas. , ■ r % • 



" ^3 - 



. .Phase IV -Intern Teaching B\o ck ~ this is a'?4 quarter block of time *; .'. -Vi.^^^ 
1^4^,4.- . .Students are placed^Tn classrooms in their^areas^of^pecializa- V/'t-^l^ 



--J V " 



— - - tion for which they\^ceive 16 quart er^ hours. , Jh^Y)^^^ p^:^. 

school setting for an entire semester and follow.Jhe jsi© pro- -^.^^t;^ 
gram as their cooperatin^.teacher. Students re^m" to' the un^^^ 
versity one evenin;^ a weel^ for .a ' scminaj which is^' problem orieilte4-.i|^^i^ 
Theory and application of the phil®sophy^ of. education are pte- .[j-.t^f^^^ 
^ ^ ^ grat^ into the seminar.' V/ i -\ ''^'t^^' 'l^" ' ' V^^^^^^ 



AC: 



The professional education sequence encplDpapsix^v^^ 
I^^HV^^. . results in 44* qi^arter ^hout^^tOf credit, all taught by VAE faculty./ ^hese;;V.4Vfl4s 
phases focus t)n l^he common attainment 



vn^^ faculty »s concept of a model entry- leveL?VOc1atioiial4 teachb*. This/ 

'1;.^'''"^^^^ is described by 44 competencies and approxoraately 200. iui^orting perforianc€C/Jl^^^^ 



le ,^.Cptr el 1. ; r e " -^-^^-"^-^^^^^^^ 
tii^ point and taking the follpwing steps. to ;C0nyeH\)^i3 



objectives 

The VAE competencies were identified by using the Cotrell research ^r^-h^^ 
as a start^ 

their own: . ..'^l-,'" /- V. 

1. Conduct a literature review to locate possible conqietencies 



list to 



taalyse base list X^he fi'rst Cotrell list of 255 competencies con-' 
tained^in Modal Curricula for Voca^tional and Technical Teacher 
Education: Report No, II - General Objectives - Set IJ 
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3. ' ' Categorize the list by pre-service/ in-service, and specialization. 

4. Add facility- generated competencies, - 

5. Edit proposed list. 

6. Rate competencies, - ' ~ " 

7. Delete low-priority competencies. 

Each of the 44 competencies selected was analyzed to identify 
its con^ohent partSs: which then became the specific perfoOTianca objectives 
by which the coinpet'encies are demonstrated, ' ' \ . 

The performance objectives were vn?itten as terminal objectives 
rather than enabling* ^fejj^iyes,- These became the conmon basis of each 

52 



"if 

- .'J 



t lit 

3 . r; 



M^^''^'^f''^.'^'^^^A--':^ '^^^''\'' : ^ . v'^-^ ^^-^^ .^^^^-j^:W^':^:^^vm 

^ ^ '-w^^^ 'Mgardlasi .of ^the instinictot; whan, the^eourse^vis; taugifc,. ' /.',r?1J 

^^^|#<^^iyt^w^^ competency has ^ two 'or morp, supporting per- r? r 

-j^ -'"V --f ("li ' * ' ' , ' " > ' -/'.^i'^l 

i^>i.-^.i^7^-'^^®™^'*^®J®^3f^^ivasi^^^ students^ to demonstrat© 'Ccompetiincy. ^ ^ //.. {/il^ 

fhy : Exit tests aro administered twice for each coiirVe, Dhce 'atJthe^r* - '^i^'^ 

beginning, feo that a student- may be exempt from, taking the LCourse' if ^he/she. 

44 a-'? ' ^ * \ .^"^ ^ "^'f ^iJ"'^ ^"Vi 

>fy% '\.MT^^^dy has mastered the skill}, and once at the .end-.of dnsth^ctiori' Ceq^^. 

?^T/V' *alent to 'the traditional final exam). A test of prerequisite skills, » 

|/|J&i„V',\ also administeired, sd that prior to the instruction!? 1 sequence/ a student ' \ ' 

J^:-'. may demonstrate that he/she possesses the' ^skills uppn which the instruction 



is based- 



. ^ Delivery systems have not been standardized, and the entire VAE .r " ''V^^'if? 

^ - - program is not mqduXarized. Some profesiors use selr-instrucrional learn- ^ Vr^^'ft^ 
- ing modules they have developed themselves, while others combine the indi^ * 



Z*^^' vidualized approach with ^ome large group class meetings* . ' ' '^''-y^jihi 



Basic elements of the VAE Instructional Syj-^em^ are the course and 
program structure charts," These charts are needed if Wucators are to view V ' 
competency-based education within a total programmatic, context rather than -il^^if^f^M 
in a fractional! zed scheme divided by modules^ performance /bbj^ectiyes or^' '''' ^.f^ 



^V,. isolated^-rearning experiences. The charts r^spresent a visualization of - ° -^^t 
i'V"-' ' competencies and performance Objectives ^ . ^.-^ ,^ . « -i^^l 

An accountability" model has. also been' designed as an integral part'' ' 
"■f^-^^ ' ' of the VAE system. It is divided into three categories f program account- ' /. 



^ability, process accountability , and professional accountability^ Each i>^00M 
ff^:^ " , category defines the accdunjability of three points of view^* the instructor, : ^'-p 
!, the student „ and the 'administration, and reflects a concept of accountabil- : ^ - 



dty based on two major elements; responsibility for achieving ihstructi^^ 
^'5^ 'objectives which have been stated in advance, and the -understanding that — ^'"'4?' 
^ ' J each member of thf organization must answer to someone in terms of meeting 



thm stated goals accoriihg to specified criteria. 



of 



In this way, tlta VAE accountability model is aimed at 'the inclusion'^ ^^J^ 
bofh the product and\processes o£ an eduba^onal 'program. /il - ^^ft 
^ \ Alabama Model ' ' - ' 

In Alabama, a StateVof-the-Art study was eonducted- under the' direc-,h 
tion of Howard M. Fortnay ahd the reiults; entitled Perfornance-Basid In- S fell^^^^ 
struQtion: Curriculim Development In Vocational €dtfcatiQili ?^iiubiishea.^^^ 



June. 1975. This project estdblished the need for vocational personnel^.X^; 



deveiopteent through perf oimance "based instruction, ' and provided' 



m 



ntional teaching s}^ilis'mici6'^u^^/J':^ 



ational^ b^fe. The research included reviews^ 

criterion referenced instruct ion ,\ conventional teaching skills, 'micrd-r\'fr 

\ ^ ^ ^ ^ - ^ , '.--V ^ ^ '|4i"rM 

teaching for preservice teacher training and for teacher renewal xn xjif j 



service teacher training programi • 



15 ^wx vv.c*^,tv,^ "",,T*H' *7 



AftW revising the Btate-of-'the-Art publication, a task £orce = 6£, ^ 



teacher educators, state staff, and local- vocational directors conducted 
an educational parsbimel development needs assessment survey involving 
169 local vocational administrators , presidents and deans: of instruction . 
of technical colleges. The highest priorities for personnel development 
ware found to be: ^ , . 

1;^ Development of skill in designing and implementing a vocational 

curriculum based on comiminlty nr;:edSi naads of business and industry, 
occupational demand and, task anf lysis with incimbent workers . Such 
V a curriculum would be compatenc/-based and would utilize systems V 
approaches* ^ ^ ^ _ 

2* ^Instructional supervision for Improving teachers ^ instTOQtiorial s,kilLs 
^ ; and stimulating teachers to improve themselves arid the curricula/ ' 

Evaluation of the curricui™ and students V accomplislmenti, ^ 

"4, Systems analysis, lilting objectives, management^^by objectives. 

5. Skill in establishii.;r^ommi^nication with faculty, students, parents, 

" f^ilies and communSv:ies* : ' , V 

■ . ' ■■ , , , 54 ■' ' . ■' 
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6. Individualizing instruction to meet the needs o£ the disadvantaged 
and the handicapped. ^ ' r - 

7. Developing and dmplemtoting systems for improving, counseling; being \ r 
able to guide students according to their interests and abilities • - N= 
(Faulkner- and. Teaguej 1976). 

. ^ Approximately 100 vocational education cmins el or s ware also surveyed, q 

and their priorities for personnel da^^elopment were* 

1* Development o£ skills in designing mid implementing curriculum re-^. 
visions that are based on occupational ^analysis and inco^orate per- 
sonal development, adjustment^ and intex^ersoni^ relations. Curriculum : 
revisions should include develop^ient of behavioral objectives^ and in- ; f ^ 
dividualized instruction. ' 

2. Establishing ^onmiunication skills with. teachers^ administrators, stu- ' 
dents, and- parents, especially parents of exceptional children. - 



3* Gondueting workshops and in-service programs in new trends, techniques, 
and organization for teaching. ^ - 

4* Planning and implementing a total student counseling and evaluation 
progrM. [Faulkner and Teague, 1976). " - ^ 

After completion of the Stat e-of-the-Art^ study and the needs assessment 

survey, vocational educators and state vocational, stgfff representajtives 
- -. ■ . ..... ' . . - . t 

mat to establish a system for the development and 'implementation of per= 

^formance-based instruction in all service areas and at. all levels of voca- 
:^ional education programs in the State of Alabama, including both pre- ser- 
vice and in-service education,- . v ^ . - 

The^ resultant system, can be viewed as circular in nature. -Teacher ' ^ 
competencies relate directly to pupil performance and achievement, and are 
interf elated7 ~DWeldpment^ih~^ny of th¥~elemeifrts"cr£ the^system leads to r 
competencies in dther elemejits, so that as participants devel-op; various 
competencies *t:hey can define development needs in Other parts of , the Sys- . 
teni; Alabama is a member of the Vocat-iroal-Technical Education Consortium 

^ of States CV-TECS) , which has " conducted a humbar of research^proj acts to ; 

-develop catalogs of performance objectives for vocational subjects, at 
the- secondary levels. This, research base serves as a framework for the 




aevelopment of plaTmtd altemativ© learning activities (?kLk\B) , whieh ean b© 
usad*to asilst pupils to achieve the performance^ objectives. Special in-service ^ 
training is required for teachers utilizing PALA*s, ^ ^ " - , V 

Relating the pupil to the eurriculmn' has three main sub-systems: Gpgnitive 

' style Mapping g In which information about individual pupils is analyzed by a 
computar to produce a "map" of 84 traits that describe how the pupil thinks 
and learns; the l^er^l^or Vocational Evaluation of the Disadvantaged ^ which 
combines the psychdlogical testing, work sample^ situational, Bud work sample, 
approachjes to assist students in assessing their vocational and academic needs, 

jnd the Ala bama Occupational Infomation System , which assists' in the processes 



s 
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of career exploration and decision-making by providing extenslve^Qecupational 
information .via coalputier. terminals located in the user facility, which may be 
a school, an CTpio>nnent service office, a prison pre-release canter or a; raha- 
bllltatlon center, ^ . " v . 

' ' A process, named Analysis of Teaching-Laarning Activities/ Systems (ATLAS) 
Was designed by Dr. Madeline Hunter of -the UCLA Laboratory School using compe- 
tencies obtained through factor analysis .of studies designed jto distinguish 
charatetarlstlcs of effective teac,hing from inaffactive teaching. This process 
involves .intensive and extensive in-servica^ but provides also.a framework for _ 
the development of compatancy-basad teacher education for both pre-service and 
in- servrice training in vocational education programs, ^ ' 

The Alabama State Department of Education, responding to a State Board 
Resolution- of 1 972 , requested that all teacher education programs .move toward.. . 
competency-based certification as quickly, as possible, Tha^ompatancies and ^ 
processes of ATLAS can furnish both a product and a process ^or Wmpetency-based 
teacher education because it i's appropraate for all teachers, 
- A system bf management by objectives ha^ also resulted from the rasaarch^ 



i £1' 



in performanca based instmction in the' State of Alabama. This system provides 
a maans for setting goalSj determining priorities j assigning responsibilities ^ 
ani measuring results. Goal settings objectiva idantificationj and individual 
job planning increasa the effactivanass of parsonnal at all layels in the'' man- 
agement of vocational education* * 

^ An important alamant in the performance based system is the utilization of 
the vocational taachar education modules developed by Tha Cantar for Vbcational 



Education at Ohio State University* Workshops " for taachar educators in the use 
of thesa modules is plannad, , . . /^y^ 



The delivery system designed by the task force group provides EPDA Staff 



I 



codrdination in the in-sarvice education of vocational parsonnal in leadership 
■■ rolas, namely, teacher educators and state vocational staff; After tha laader= 
Vshi^ had been trained in. the sygtem^lithe~EPDA staff .^would^coordinata. this' lead- / . _ ..^ 

ership in^tha deyalopment of competencies to criterion lavals in alamants oJ 
^ ^he system, Tha ttainad laadarship would than train yocational kdmlnistral^ors 

and cadres of teachers to pompetency levels in the systam* Thasa cadras. of ■ 
'; taachar$ would assist in training other vocational teachers while the teacher \ 

aducators and state staff wpuld assist th^ cadres of teachers in conducting 

trainihg sessions. The EPDA staff assists in coordinating the. efforts by assist- 
^ing taachar aducators. and state vocational staff in devaloping competancias for 

the elements of the^ system, conducting needs assessment for retraining and ricy- 

cling of ail participants in personnai deveiopment, and continually monitoring 
; and-eva^luating -the -effectiveness- o 
/i: and Teague^, 1976), - , / 

: . . V Westfield- State College Model ' . 

;^ - In Massachusatts, a compatency-based vocational teacher education program 
.fhas been 5 Instituted at Westfield State Cdllege, It is ^n alternative method : 
■ of proyiding professi experiences leading to certification in teaching, and 



:^ is primarily a part-time evening and simmer- program. 
^ The CBVTE prDgram at Wastfield Stata Collage was designed to provide pra- 

servic^ learning es^ariences to prepara taachers of voqatipnal and techniQal 
subjects in secondary and pokt-iecondary schools* RaQruitmant of participants 
focusad strongly on attracting mambers of minority groups into th^%anks of 
V vocational educators* Tha program is based omtha 384 compatancias; and ,123 
vlaaming modules deyalqped by Cotrall at* al, at Tha Center for Vocational 
and Tachnical Education/ Ohio State University* Fifty^six of thase corapatenclas 
ware chosen by the staff of Wastfield. State College as those needed by a begin- 
ning vocat ional or technical teacher^ and are used as the basis for the pre- . 
service "Foundations of Vocational Education" ^oft^onent* 
\. ^ Basifc concepts Incorporated Tnto this progr^ Include fleli-based teacher 

education^ criterion referenced evaluation^ Indlvidualiiad learnings self 
^Irig, self-evaluation, and differentiated staffing. The staff Consists of the : 

intern, department head, project diyector, instructor, ;VOcationai instructor, 
\. and counselor, ' ^ . . _ ^ _r 

Instruction is proyided by teams of, tetehers''consisting of CI) a: P^^5P^ 
familiar with and sMlled In teaching in vocational schools, . (23 a person who 
can relate on an inte^ersonal level with the participants and (3) a counselor 
or" advisor.. The counselor/advisor will also serve as Job developar and place-^ " 
^ ment director for her/his group. Each instructional tew will be responsible 



for the instruction, evaluation, counseling, and 'placement of up to ten students. 

Qualifications for the team members are as-foH 

1. Vocational school instnictor. - person skilled in a particular trade, or 
occupation, and who is philosophically adaptable to CBTE. 

^2. Instructor from a minority group who is capable of good interpersonal 

.relations with the participants and whp Is also philosophically adaptable 
tO'CBTE.-^ / \ 

3' Counselor (preferably from a minority group) who is capable of counseling " 
and job develppment. ' ' 
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Applicants who ihave proficienQy in their trade and six yeari of experience' 
in thii field are anrolled in .th& program for two iemesters and one siuroer. 
Each intern . is directed toward courses leading- to certifiQation is her/his 
area • ' ■ ■ > ^ . =■ 

The Project Director meets with the internsV establishes background ^ and 
determines the cQmpetency status of the interns through consultation with the. 
instnictors and counselor. Competency progress records ai^e maintained by the 
Instructors^ the intern, and the Project Director, The Proj#ct Dir.ector also 
conducts seminars with the intierns, distributes materials ^ and coordinates the 
efforts the intern j the instructors and the counselor,- ^ - 



The intern Registers for 1 professional credits at the college each semes- 
ter and during the summtr. Upon completion of the S5 modules , she/he will have 
achieved* the professional requirements for approval as . a vocational/technical 
teacher in the Commonwealth of Massachusetts, - = 
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• . CHAPTER THREE 

.: ' , S'^TTHBSIZBD LISTINGS OP COMPBTENCIBS AT 

VARIOUS LEVELS - ■ .\ 

INT RODUCTION ' . 

,. 1. — -. - " B ■ 

/ . • The pu^ of this phase of the research was to use \the extensive base of , 
prior competency studies to develop a composite list of cbLpeteneies, organized 
by functional gt'otipings. These lists (Appendixes B through E) represent the 
current status of the research in determitiing competencies for vocational and , 

; career educators. As such', they may form a basis both for .competency-based . 
prograro^vdevelopment s and 'further validation* A separate list ^f competencies has 

been developed for pach of the levels, of vocational education^ In additidnj^ 

. % ^ • ^ . ■ / ' . . . ' , ' ' ' \ 

separate ligts for various - levels of careet education^ are provided . 

' ' - ■ . '' " ■ '' \ ' " " 

PREVIEW OF THE LITERATURE ; ; ' ' - ' ^ ^ ■ ? 

, The first step of the study w^s to identify the current atate of the art 

• of competency-based , teacher education at the varioiis levels. Squrces used 

to locate. relevant literature anld information included the following: 

* A. An ERIC search, including ARM arid AIM. 



B. A review of professional publications, documents, andHournals 
in which competency-based teacher education for vocational 
TeducatiT)ir^wai^iTcus¥eci, \ " ' ^ . ~ ? ■ . ' 



C* The EPDA Eastern Conference held in Kentucky in April,4l976. 

The primary focus of this conference addressed. competency-based . 
vocational education at the secondary and teacher education levels, 

D. Approximately forty letters to individuals known' to be conducting 
related studies.^ These individuals wate identified thro^ugh the^ 
t literature and through the. Kentucky >conference. 

Ey: Data from the; Massachusetts Office of Professional. Develdfpment 
V and teacher ■ education institutions in Massachusetts,/. - 
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F. Re^fests to tha Center for VoGational Education at Th© Ohio ^ 
State University for information and repor^ts of their* work in 
' eonipetancy-based ypeational teacher education* 



CRITERIA FOR SELECTION y ; ^ 

The criteria used for- including a study, compettncy or competency list 
in this research werer ' \ " ^ . 

. A, the competencies were directed toward vocational, occupational, 
. , or career educational personnel. 



B . the con^et ancles'' war a behavioral ly-ori ant ad or perf ormanca- ^ 
based, ; - 

^-^T~rhe^compaTiencles^ clired 
SCREENING THE COMPBTENCIES — ' ' \ . 

_^__^Once these^-studxes, compatancies and competancy- lists were idantif led 



and sal acted i it was necessary to analyse thii similarities and differances 
among them. To accomplish this purposei competencies, were first assignad,to 
either of two categories i , vocational/occupatlorial education, or new and 
related areas Clwl^ding career education) . If assigned to vocational edu- 
cHiM, th^^ educational ; . - 

personnel: teacher, middle managers, or administrators* Teachers were 
defined as Individuals whose^ primary purposr war to provide instruction and . 
superv se the instructional process -with learners* Middle managers included 



"fitst levS supervisors, staff periQnn¥r,~an spaclulist"sT Representative 
job titles includedr-department-chairperson^ si^ervisor^ curriculum^supervlsor, 
coordinator, etc* Administrators were, classified as , individuals generally 
responsible; for the total vocational, prograin* Representative job titles 
included superintendent, superintendent -director, vocational; education 
director, assistant director, or principal, yarying titles were, more a 
, function of differing envirormental and organisational structures than 
:tepre0ehtative of a wide disparity in functions and responsibilities. 



Functional groupings within taeh level o£ competencies were , 
' identified,_based6ir=existing groupings in the separate studies* Where 
; coB^etancias clearly related to a separata set of skills, -they were 
" ^^ssigned to a group with a descriptive title* When con^sateneies were 
saan to overlap, existing p^oupingsi certain ^oupings were merged aiid a, 
single c at agory formed C^*g. finances and facilities ^ere marg^ as, 
operational raangement) * Final categories or subgroupings for ^ each perr ■ 
sonnel level are ^descriptive" Of the set of functions, required for that 
level* Table 1 lists the levels of compatencies and the functional V 
groupings for voca tiona l education. Table 2 cites similar data for the 
career education lists* ^ ^ . , ' ^ ^ 

All relevant studies ware assigned to the appropriate level* Every 
compatenca in each study was then reviewed and assigned^ to its appropriate 
level. In this manner, competencies in each category could be. collapsed 
across all studies to assess similarities and distinctions. Tables 3A, 38, 
3C,: 4, and 5 on the following pages indicate which competencies (by 
ntober)^^rom each study were assigned to each functional category. This 
tabular display allows the reader to cross-reference every study used in 
this project and refer back to the original .data from which *the synthesized 
l^sts were derived* . ^ 

~ " "^If the^^competencies^in" the^orig 

the existing grou pings were used and -t^f_^omp6tertcies placed into similar 
functional categories. VEach competence was reviewed. However , and in 

I soma cases individual^ items were "culled'* and moved to mora appropriate 
categories. If the original studies were not grouped, the total list 
was disaggregated and' the competencies assigned to .categories based on 
their function and/or similarities to other competencies already placed 

Vin those categories.' . : ' * . 



- 58. - 



TABLE 1 



A 



r r St! 



FACTIONAL GROUPINGS OF COMPETENCIES 
FOR VOCATIONAL EDUCATION , ^ 



FUNCTIONAL GROUPINGS 



Program Plarining, 
Davalopment I EvaluatiDn 



mmt OF PEMONNEL \ 



\ 



INITIAL TMClffiR 
PMPARATION 



^ MIDDM . \ 
MANAGEFfflNT V 



ADMINISTRATION 



Ei^ution of Instruction 



Evaluation of Instruct ion 



(^efational) Management 



(Stud tot PtrsonnaJ.) 
GuidajiC€ 



Sehool - Commimlty Relations 



"Student Voeational 
. Organizations^. , 



Coordination 



Pyofis^iibnal Role I 
00velapmant; 



Staff Personnel 



Program Administration 



"Finanws^l^Fac ill ties 



Interpretation of Legislation 
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'O'"". 

ERIC 



TABL12 



FmcrroNAL groupings of comciis for mm iducation 





mi OF PERSONNEL ■ ' ' 


: . FUNCTKNAL GROUPINGS 


hiiiintar^. 
Teaehirs 


Miadli Sqw 
Tiaeheri . 


'Academic Teschers 


GuiQUiee 

Ceuiisilors 

' ■ \ 


Career Bduc. 


Career iduc. 
Directors ' 


. Cuyficulim Developmint 








L-L ^- 


■;\ X 


' X 


' Career Divelopment ■ 
,f Jbturity 




X > 


t 








|. Connmity Reiatid 
1 Aetivitifs 


^ - ' ' '■' ■■ ■ ^ 


... .'■.x../::-.;;. 










; Staff Divtlopment , 

i — — r — ^ 






■ ■■■■ ■■ .: ■ ; . .v^ 


■. ■. .■ . .■■ 


iliiSi 


















. and ; Activities , i 




..;.x 






\ • ii\ ...1- ' 

„;>,;,x,;'--- 




i PhilosophjT , I 


,X; , 


, X./.V.:''. 




■ X - v 


, , , . , . . ,. .. .f . 


i : . : -] ■ ■•■ ' • ' 

•::.](■■• 



is. 



/■.■■•■v.-;:i> 



''■'•'•■•rif' 



■ I'i"^ 
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•V-', ■ • ■ 

, ..^ .1. . 

rv 
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After thas© initial assigTunents, every competency was reviewed again 
and reassigned if the functional nature was more ^appropriate to another 
area, . , ' \ , ■ 

DEVELOPING SYNTOESIZEP COMPBTBNCY LISTS - . - 

'^i -After ioreening, it became apparent that most of the original lists , ; 

eontained many similar competence statements,, with some unique elements-. 

Although the levels o£ -specificity ^y^ the semantics and conceptual 

approach^, differed J the essential content^fpr eacH^of t^e groupingi was' 

" " • / ^^'^ ■ . , .•■ 

quite similar. Each functional group of competencies for each personnel , 

level was then analyied across ail studiesi and oiie s^thesls^ed list repre^^^^ ; 

senting a consensus validation -of the ^esea^^^^*- was compiled, w / 

tencies within each grouping have been sequenced according to importance^ 

.■ . ./ . ■ r ' \ ' ■ ^ ''H^:- ' ■ ■ ■ ■ - ' ■ - 

function, and developmental order. v \ ■ ' - - . 

This ordering prooess allows the reader to more clearly*.revlew pro.-- 
grammatic needs than would be provided through a randDirfly^li|^e^ state- 
ment of competencies. The purpose of this synthesized list is , not ^to pro-, . 
vide a new validated group of competencies , but rather is an attempt %o 
provide a, single document that expresses the current state of the art of. 
competency studies^ for vocational and career education* The fact tHat • 
theser studies evidence such sinttlartties and overlap -in thi ident If teat ton 
of competencies serves as further content 'validation regarding the 
appropriateness I adequacy, scope »^a^ sequence of the. various lipts* . ' ■ 

In these synthesized lis,ts, competencies have been stated in broad ' 
termSj and frequently several competencies or groups of competencies In specific 
studies have been combined for brSvity* 'individuals using thes^ lists ire 
urged to cross -reference. data from the specific studies from which the 
Lhesis^was developed. - . 



CLUSTER 


CANFIELD 
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BENSEN 
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j HARRIS" 


vogler and 
pa™ 




SPAZIANI 
AND COURTNEY 


i Perkins ■ 
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c 1 


PROGRAM. ' ' 
PLAIING, ' 
DEVELOPMENT 

AND ' 
EVALUATION^ ' 


7-14 
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41,42,56-60, 
i' 63-66 
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1-6,8-15,99 
106,108,114 
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1-17 


i 23-2S, 
27-31 

.■ ■ J :.l 
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INSTRUCTION : 
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. \ ■■ .1 




26,33-43,45- 
64,93-98,100- 


18-22 


I'-ll 


— . 
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EXECUTION 


1 

^ "" - - 
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:■ 
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13,61^66757;8D;8r;iOi;-^ 

112,116,123,142,162,67,69 
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EVALUATIONj 
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49-52 f 
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MANAGEINT 
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1S.21 
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65-70 
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32.38" 
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STUDY 
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PERKINS 
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STUDENT PERSONNEL 
AND GUIDANCE 


76-80 


24-32 


' 212-24S; . 
277.306 


/ ■ 

27;83.87;a4-92 


' 13 114;29.34; 
! 38.i4 


' SCHOOL-COMJNITY 
"RELATIONS 


3-16 




246-276 
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t 
I 
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PROFESSIONAL ROLl 
'■ ANDDEVELOPINT 


. 17^30 




307-336 / 


/ 

1-4 ■ 


' .63-80 



P 

ii 

1^ 



INDEX OF COIETENCIES FOR "ADMINISTRATORS CROSS-RBFERNCED BY CLUSTER 
■ " ' AND STUDY , 




IS 



't III I 



CLUSTER'' 



-PROGRAM 
^...ADMINISTRATION 

' 0 



' ^OPERATIONAL 
^BfASEMENT— 



s.'INTiRPRiTATION 

•', ; OF' ■ 
■.'lEOiSLATION 



iTISCbSSL; 



COHHIITY 
'RELATIONS 



FINANCES ■ 
,AND 
FACILITIES 



'STAFF' 
PERSONNEL 



STUDENT 
PERSONNEL 



PROFESSIONAL 
'ROLE AND 
DEVELOPINT 



'TEILE 
UNIVERSITY 



S6-?6 



8S.12B; 



129-131 



158464 



1-25:53.55 



26.52;?7-a7 
1S1;1S3;165; 
172.195- 



154wlS7j 
166-171- 



ILLINOIS. 
lIVERSm" 



.39;77-89; 
9-10S;114; 
118 



110; 
121;123 



141-159 



124-140- 



40.76;90.98 
112;122 



109;111;113 
115-117; . 
119-120 ^ 



UNIVERSITl 

OF, 
PinSBlGH 



14)27-35 



5-12; 
-14-26^ 



13 



-36-i2- 



63-83 



84-92 



J. BALTIMORE 



1-7)25-34 



23;24). 
45^44= 



17-19|45-47 



..UNIVERSITY, 



OF 

TENNESSEE 



I CANFIELD 



?)12)13|16)21; 
2S;2^;31fi3; 
45;51;52;57; 
58)62 ' . 



-42-tl5t3 




38;4S;56 



12-^4 



^-16 



48.53 



^0-22 



l-5p;8424; ^ 
26;30;52;40; 
48)S0;S3;S4; 
59;61;64, 



6;llj20;23; 
33j41;42 



10;14;15;34; 
36;44;49;6fl; 
63; 6S ■ ; 



17-19)28;29; 
47; 55 



15,18 ^ 



4;5 




6,16.19 



■10,17 



i)Hl(liTA3I_ 



UNIVERSITY;: 
(INS!R«] ' 



l-4;7.1S;f'''-; 
I8.il;43-Si; 



^^0-16e- 



'16-17 



S-6; 114-140' • 



. 141-119; -'VVr 
167-191 ■ ■ 



62-96 



42;j2-61 



97-lllH^" 



"^i^U: .^^INITIAL TEACffiR PREPARATION LIST DEVELOPtffiOT 



; In s)aithesizing the s lists for initial t©4ch©r pfeparatio was 
decided that the Modal Curricula for Vocational and Technical Teacher 





Education developed by Cotrell et al at the Center for ^cational Education 



The Ohio State University/ would be- used as a base for comparison* Func- 
tlonal groupings ui ad by Cotrell were, retained * From this basej the^ 



following analytical procedures were followetf* Con^etencies in aach of 
: the lists were .assigned ^ to the appropriate functional grouping^and jiatched 
against those in the Model Curricula. Competencies appearing in: other - 
studies but not dncluded in the Modej Curricula '-we^7added in. the approp- 



" riate category." From this process^ a total imiverse :of^ cometencies 
? from all lists was derived. - * ^ 

. i Each grouping was theil reviewed and duplications: eliminated;* ^^^^^^^^ 



. eliminated were statements identified as procedural functions on routine - 

15^ ' ■ ■ ■ ■ ' ^ , ^ . 

^f^V- assigmients , (e^g, take attendance, write passes)^. Generic statements so' 
fc ' abroad as -to /be unmeasurable in form presented (e.g* maintain good relations 
Iy-;'^ with others) were eliminated as well. Competence stat^ents that were^ 

Mr' ' ' • ^' - ^ ' ■ "\ ' ' ■ . . 

identified more extensively as management tasks were reassigned tb the 
(IgifNc middle mariagement or administrator lists ^ and removed from- this list* 

- The competencies were sequenced according to order of perfonnance > 
and similarity of function. ^ Small tasks listed -in Individual studies . 
^ which were .^art of a larger task were synthesized into one statement . 

Sfe^;"; - representing the larger task* (e.g. sub-components, of writing a Wesson 

p^ Ineorporatad Into one statement for l-esson plan development) i ^ 

fe;: Finally, the competency statements were edited for clarity and 

face validation of sequence. , . 
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MIDDLE ^WNAGB^ffiNT JWD'ADMINISTMTION LIST DEVELOPMENT 



Synthesis of the middle management and administTator lists, were accom- . :,,K, 
pliiHad in a ilmllar manner to th^^nitlal teacher preparation competencies,-. - 
with several minor differences* Since .there'did not appear to be a "landmark" ^ 
.study at vthese levels * no single study was used as a basis for comparison. 
-Further-; no-single set of categories in- one study was ado 

fleet. The various cdtegorias dn t^e existing lists were reviewed ^ and : 
S3mthesized categories established* All conroetencies. in each study were then . 
reviewed and placed in*^he appropriate grouping. Duplications were ^limi-- 
natedl Generic and routine statements were eliminated, using the same cri- 
teria as for '^^^e initial teacher preparation list. , • ' : 

. Competencies' more clearly belonging to .a differ^rt^**^rsonnel level 
were then reassignedj statements were sequenced, and reviewed 5- again 

^^fol lowing the same procedure^ used to compile the initial , teacher prepara- 
tion lists* * - " ^ 

■ """" ^ ' i ■ ; ■■ 

CAREER EDUCATION COMPETENCY MALYSIS ^ - 

= ;j\ . " ■' ■ ^ ■ • \ ■ . ^ i, ■ ^ ''I' ' ' ■ ' ^ ^ . . . " ' • 

\ The. purpose of this phase of the research, was to detarmine those , 
additional competencies needed by /school personnel to implement a career ' / 
education program. The Intent was to develop a list of competericias for 
individuals involved in the implementation of career education, and to / 



detemlne what J percentage carew education competenciei relate directly^ 
to development of currlpulum; ^©---students, . to other school personnel and 
to the community. The procedures for this research are different , and the/ 
competency lists shorter, because this study addrassed onl^ the unique and 
additional skills "needed for^ carefr educators, whereas the vocational , ^ \. 
lists attempt to identify all pedagogical skills needed^y those personnel. 
Research was begun by locating existing lists of competencies for 

■ ■ 80 ^ ■■ ■ ' ./^ 
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of these lisfes were relatively limited 

in specificity. 

As a second^tep for initial data, job deseript ions, ,resp(^^^pities. 



duties and assignments for ichobL personnal in implamentlnrcar%r,,#dueat^^ 



ware identdf led . 



'^rom these sources of data, comprehensible lists of career- education 



^Gbmpat^nctes j were created^ 

Coordinators of Career Education Programs, Counselors, Ja^ 

Junior High School Teachers* and B 1 amen tary Teachers, A competency list was . 




,also developed for Business, Industry ai^ Labor personnel. Some of these * 
1 is ts^ contained up-- to 200 competencies. 

The competencies within each personnel Iwel were separat-ed according 
to, the following categories: Curricula Development, Career Dey«lopment-^ 
.Maturity, Comunity Related Activities, Qccupatiorial Infomation and Acti- 
. vitles, Staif :Developmant, and Philosophy pertaining^ to Career Education, 
A synthesized list for each level was than' developed, \ As^ in the 
vocational lists, duplicate statements were eliminated, consistency of ^ ^ 
irdlng was established, and the coi^etencles were sequenced according to , 

-. ' , ■ _ * ^ , ...... .= 

procedure and order of accbiftplishment. . \ V""^' 

A questionnaire was; then developed for each competency list to test - . 
jthe validity of the competencies among the groups within each c[uestionnaira, 
and acTQss different personnel levels. Some competencies were placed on 
several personnel level lists (e.g^* job placement competenciesD in an attempt 

determine which person within the system performs these duties. Other 
competency stat^ents were placed on all ^questionnaires Ce,|. within the 
staff deveiopment section, the competency,".,, to increase interpersonal 
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^ skills*', was retained on all levels; witl^n the philosophy section, the t,. 
.conrpetancyi ability to = explain the career education program to the students 

^■?TVr:^ ■ " . . '■■ ^ ' . ' ^- ■ ■ \- = . = 

t;?;-"-. =^. : .^^V - ••• .. . =^ ■ : ^ ■ ' ' i-^-'. . " 

< ■. • . ^ ^ > - . .=-:. _, ■.,.: .;..■'■. 

et al" J was retained on all levels) . ^ ' v / ^^^ ^^^^^^ 

- After the lists of competencies for each personnel level. .were dorlved, r^^:: 
k Likert-type scale .Was. developad for rating the competencies; There u jre 
two separate areas o£ evaluations ^'Import^ance" and "Frequency". The. Impor-^^^^^^^ 
tance scale=<ran from 5/being "critical"^ 4' "important'.' j ^ "somewhat important"^}: 
2 ''of little ii^orfance^* and 1 b^eing "of no value". The frequency scale ^as ;^^^^ 
also a E to 1 scale and 3Can from "performed dally", to '^performed regularly", ; 
"performed on occasion", "not perfdrmedl'i .and ''performed by someone elsa iriv - - 
the program" » This double rating system was important as a .competency could " V 
be judged to be critical, but not frequently performed, performed by someone 
else other .than the persoft filling out the questionnaire or' not performed at ' , 
ajrl. An additional colunm was added to the questionnaire under the heading V 
"riot familiar with topic", ' ^ , 

A cover sheet was attached to each questionnaire briefly explaining the 
study. This included^ the purpose of the study, the sponsor of the study, ;^ 
fheiWay the results would bemused, and the address to which to mail the . ■ , 
questionnaires ^gjl^^H^femo graphic, data to be Included in the interpretation 
of the competencies* ' ' ' . . t^r— ^ ' » 

In>^order to acquire a broa^^ national sampling of career educators, the 
questionnaires Were taken to the Conunissioner's Conference on Career Education 

held in .Houston From November 7-10, 1976, Through individual requests, V 

* * ■ ' '■ ^- , . * ■ 

responses were soiicited to the questionnaires from more than 2 00 p articipants , 

* » - 1. ■- . ' * ' • 

at the conference,. The lists of competencies included in this report were 

•■ ' " ,'; ... > \ ' • W ' ■■ ■ . 
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taken from the questionnaires used during the project. 'Hie f inal . interpretations 
have not been completed to date, but will be published in the Phaie.|II report 
of this research sttidy, A sample questionnaire used is included as Appendix E. 
Similar questionnaires eohtaining identical formats and d«nographlc aata but 
different! coApetencies were developed for the other five levels of personnel. ' 



i 
f 

i 




CtOTINUING MSIARCH 



and earatr edueation 



7^ following pages include the vocational 
CQffipatancy listi developrii as Phase I of this Study, according to the ; 
'ptocedures followed, , Phase II of this project! will provide validation 
proeadures for these materials J arid the rasults of a state needs assessment for 
professional development. Expert content validation of the vocational ^ 
compateneies will be accomplished through a consensuir model, . A Jury, 
will be established to apply congruence criteria to these lists, A ; , 
suibsaquent jury will then be used to establish inter-expert agreOTent. 
Appropriate statistical analyses will be applied, ^ > 

Concurrent validation of the career education competency lists will 
be achieved through regression models applied to the questionnaire data. ; , 
The results of this analysis will then be similarly presented to a jury / 
for expertcontent validation, . _ ^ 

The results of these further efforts will be presented in the Phase 
II report of this project, / ' 

COMPETENCY LIST FOR INITIAL TEACHER 



PREPARATION IN VOCATIONAL EDUCATION 



PROGRAM PLANNING, DEVELOPMENT, AND EVALUATION \. /• 

1. Design 'and conduct a comnunity survey for the geographical area 
surrounding the school to acquire information about the manpower 
needs of the community. Involve school staff ^ representatives 

' ^ from laboy, business, industry, and the State, Deitotment of 
Education. 1 . - 

^■'2. Racbnunend appropriate vocational education prp^ams baseA^ upon 
the findings of .the community survey, "^^^ 



3. Identify the role and function of an Wvisory committee. Screen 
^.and: identify mfmbers to serve on the coimnlttee. . - ^ * 



Orierit the advisory committee members to their rol© arid "functio.i, 
and conduct meetings periodically. . ; 

Serve as the liaison to the advisory committee in developing^ 
interpreting, and implementing sbholl policies, 
■ ^ ' , * ^ ' _ • . ^ ^ = • ■ 

Establish the overall purposes and goals of the vocational 
education program. Base these goals on data indicating 
structure and manpower needs of the local conmunityi and the 
philosophy of the general education pro gram. of the school. 

Based upon these purposes and goals ^ and in concert with the 
advisory committee, establish the occupations for which training 
is to be offered in the vocational education program ^ 

For each occupation in the vocational education program, . Identify 
tha competencies needed for entry into the occupation, specify 
the performance standards for each occupational taskj identify 
the knowledge and attitudes related to each task, and establish 
an nterarchical order of presenting these tasks for instructional 
purposes . - , * 

Develop general\^objectives and specific performance objectives for 
the learner to accomplish related to the tasks and activities 
identified 'in competence, ^ . 

Establish criteria for^ evaluating students in each of the 
performance objectives, , ^ ' 

Develop equivalent competency tests to use for assessing. student . 
competence prior tp instruction, . 

Develop admissions critera and procedures, recruitment procedures, 
^' and continued evaluation procedures for students in the vocational 
program , 

Acquire and analyze follow=up data regarding the placement, emg^Joy- 
ment, and training status of each vocational education graduate. 

Prepare reports for the school administration, State Department, and 
community providing foUbw-up data of the graduates, placement 
records, students satisfaction with the program, and current : 
employment . i n 

Implement all vocational programs in accordance with state law 
for vocational education, \ ., 

Cond^^ct a review of the literature, obrain curriculum guides, and 
utilize State Sidelines in planning and; writing/ curriculrai ^ 
materials* . ' ^ ^ '/ 

' Develop and implement programs of cooperative education ^nd^workr 
/study as an integral part of the vocational program; " ^ 



18, Analyse the long range needs to implement a quality vocatiorial 
education progTafn regarding facilities, equipment, supplies, 
personnel ^ ^and other reiources* 

19, Conduct periodic reviews of facilities and equipment to assess ^ 
their adequacy relative to technological changes in the occupations, 

20, Prepare long range educational, perionnel, and budget plans 
for the vocational education programi 

21s Plan a strategy for implementing new programs and upgrading 

existing programs in accordance with tschnological advances and 
occupational^ trends. 

22i Usa a variety- of techniques, strategies,: prass re l eases ^^and—^^ 
~ dpcumarits~to develop and maintain a good prograiS^image, ■ " 

PLMNING OF INSTRUeTrON ' , 

23. Determine the major units fjr a course of study , based upon 

occupational needs and student needs and interests, 

= ' • ^ " ■ ^ . t- . . , _ ^ ^ ' ^ .... - ^ 

24* Establish the general objectives for each unit in the vocational \ 
education program and develop /specific: student performance 
objectives withiri each unit, 

25. ..Sequence the student performance objectives into a hierarchical, 

order that learning progresses sequentially and is related to 
] the completion of the task, 

6, Identify and write the learning content for each unit, the per- 

formahce objectives for the Student, teaching strategies, alternative 
learning .activities for students, and student performance standards, 

27, Obtain the supportive materials needed for the unit, including 

. tools and equipment, texts, references^ and other instructional 
matr-rials , , 

28. Develop specific lessons for eachof the performance objectives 
" within the unit (or groups of perfpnnance objectives) arid write 

specific lesson plans'. Each plan should include an introduction, 
body, and swmnary. Bach lesson plan should also include a de- 
scription of the student learning acti^ ^ty. . . ■ 

29, Develop supportive instructional materials for Implementing teacher 
" lessons,^ Include charts, programmed material, duplicated material, 

and overhead transparencies, 

30. Utilize audiovisual teaching aids and devices such as movie 
projectors, film strip projectors, tape recorders and instructional 

• television, . ^ . - 



31% ^ Establish criteria for the selection of textbooks, instructioiial 

'"r~^— ------ stippltesmnd^inatert 

'32, Combine all material from competencies 23 into a comprehfnsive 
course of study organized into a course ^description i performance 
objectives,, instructional content, student learning activities, 
teacher notes and activities, reference materials, evaluation 
criteria and support materials, 

' 33. Plan and implement special instructional strategies and activities 
" for disadvantaged and handicapped students, . 

34. Establish an instructional library with a filing. and checkout sys-^ 
tern for resource materials// 



' ' '% 



35, Provide student instructional. activities and organizational infor- 
mation for substitute teachers. 



in, EXECUTION OF INSTRUCTION ^ ^ ; 

36, Involve the student in such field-based instructional activities 
r as field trips, cooperative programs and internships, ^ " 

37, Conduct. student verbal liarnlng activities such as symposiums, 
brain-storming sessions, group discussions, panels, quastioning 
strategies, role playing, simulation and oral questioning. Present 

/ , Information verbally to students through such s^^^^ 

study problems i lectures, illustrated talks and analogies, 

38, Present information with such aids as the flannel board, flip chart, 
chalkboard, bulletin boards, exhibits, models and real objects, ... . 
overhead projector, and opaque projector* 

39/ Present visual stimulation through such mediat^ aids as filrt 
strips, slides,' sound motion pictures, single concept films and 
videorecorders, ' . . ^ . . 

40, Direct, students in instructing other students through such tech- 
niques as student presentations, group supervised study and 
student demonstrations, ^ ' . 

41, Use the project mtthod to present Information and- direct student 
laboratory experiences* 

42, Direct student study ot such. written materials as textbooks, 
bulletins, pamphlets, information C^ssignment) sheets, and operation 
(job) sheets, , , 

, 43* •Direct students in preparing for laboratory work using job plans* 
Guide their progress through the use of operatiori (job) sheets. 

' 44, Use the dimonstratlon method to present a concept or principle, 
or to demonstrate a manipulative skill * ■ . - ; , ■ 



8:7 





• ■ • . . ■ . 

■ ' ., . -' 75 - ■ : ' ' : 




'^f:.:-::r AS, 


Provide leisons and initructions whicfi.inciuae an intrpduction . ^ 
Employ non verbal techniques and oral questioning techniques / ; 
to reinforce learning,; Complete the lesson, with a le'sson stwunary. 




H'"' 46..- 


Present information through such ''non-standard" strategies as 
team teaching/ Individualized instruction J and the assistance of a 
resource person* , ^ , ; 


, _ i 




. . . ' * ^ '■ ' ^ .. - ' . ~ . ^ = 
Individualiie the instructional process by" providing enriched 
instruction to the more capable student and remedial work for the 
slow learner. . " 






• niT^f*f ^tudent"^ In a'D'olvinff t)robleni=^solvinB technioues* 




' 49. 


Estabiish a frame of reference from which students may analyze a 
esituatidn from several points of view. - 
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50. Prdvid^ student assignments as follow=up instructional activities. 

51. ■ Establish learning. environments that use written^ teaching-machine 
, and computer-assistedprogranmed mrterialSi ^ , . 

52; Develop 1 earning ^Experiences that improve skills in all three domains 
of learning* cognitive^ affective^ and. psychomotor. 

53.!^ Use evaluation techniques and strategies as an integral part of the 
" teaching- learning experience. , . 

^ 54. Provide practical shop and laboratory experiences that reinforce 

classroom learning and pr>ovide for skill acquisition. , 

jt ^ ■ ■ ■ ■ ■- ' " ■ , ' " 

^- 55. Provide instructions designed to maintain student attention during 
\ , classroom presentations and demonstrations! and provide motivation 
for further student activity afte^ the lesson, ^ 

56. Relate current events and technological advances associated with 
the vocational subject matter area to classroom instruction, 

57. Assist students in developing study skills and positive work habits. 

IV. EVAL^ION OF INSTRUCTION— ' 

58. Formulate a grading system consistent with school policy. Establish 
. criteria for evaluating student performance basid'upon classroom, 

instruction and laboratory (or on the job) experience. , , 

' 59, Evaluate. the entire instructional progr^. Measure student progress 
[ against the student performance objective. : . 

^ ' 60, .Develop a system for measuring student progress that will incorporate 
^ cognitive, affective,, and psychomotor objectives, 

61, Consider the cumulative data regarding student ability and 
\ = ; • -past achievement in evaluating current^jerformance. ; . 

■y-:'- '-.. y- yi: --- ■ 88-- /, 



62; Locate and utilize available standardized tests to measure achievement. 



63. .Develop an instrmnent to evaluate th§ tiudents' work^ work attitude, 
' qualities, personal traits and ^^rogress oh the job. 

■ ^ * ^ ^ \. ■. ■ " '• ■■ " 

64. Appraise student products according to occupational perfOTOanc© 

- ^\ standards, . \ . ' 



65, Appraise student products in relation to sttident\per£oOTance ob- 

, jectives. \ , \ ' 

66, Evaluate Individual assignments completed through directed study 
against student perfoMance objectives, , _ x 

67, Arrange for students to evaluate their own progress and^ devise 
self-evaluatlpn techniques for them to use, \ 



68 , Work with students to cooperatively /evaluate student performance 

against criterion measures (such as those identified in competencies 
64, 65 ajLd 66). ' \ . \ . '\ 

69, Develop cognitive tests related to the instructional objectives, 

Use essay t>^e, true/false, completion, matching and multiple chblce \^ 
test items, . ^ X 

70. Develop a system for analysing test results to measure both student 
progress and the validity and reliability of the test. 



\ 



\ 



71, Develop a system for measuring laboratory performance that includes 

an assessment of student progress, laboratory performance tests. V 
laboratory performance rating sheets, and assessment of student- : 
made products.. , 

72, bevelop a system of testing students oral ly, -using bdth. teacher- 
made tests and commercially available products, / . 

J3, Develop "ease study" situations to test student problem-solving . 
ability, . ' . 

74, Develop a system for self-evaluation of the instruwional OTocess, 
Assess student, progress and/or achievement, and involve thC"^ ^ 
students in the evaluation process. Obtain Infprmatlon from 

\ fellow teachers and supervisory personnel, ^ ^ 

NW^AGEMENf ' ' ^ \ / :^ ^ . . . . ■ *• 

75, Prepare, a capital equipment^ budget proposal for one, five and ten- ^ 
year periods. ; 

76, Prepare an bperatirig budget proposaljfor expendable tools, con- ; 
sumable supplies j services, travel, professional memberships, 
instructioftal materials and references and peripdica .v; , j > ■ 

77, * Recommend subject matter reference books and periodicals that 

■ ,;5houltf be placed in the school library i . V . - ^^^^^^^ \\: 
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78. Prepare purchase requests for approved vocational equipment ^ 
supplies, and consumable materials. 

79. Maintain an inventory of vocational toolss supplies, and equip- 
it. 



80,. Develop an inventory system for instructional materi 
/'supplies, 

81* Establish a system for repairing and seinficl.ng 
mant in the laboratory. 




82, 



Arrange the layout of .the vocational laboratory to simulate the 
occupational environment and facilitate student performance; . ^ 

S3. Control heat, light, and ventilation in vocational laboratories 
and classrooms » ^ , 

84,. Establish a policy for use of the physical- facilities and/equip- 
ment by other school personnel arid outside groups, . . 

85, ^Arrange for additional vocational facilities to accommociate 

expanded enrollments and technological advances. 

86, Accept gifts or ^donations of supplies and equipment in aecordance' 
with school policy^ ^ ^/ ,/ / . 

87, Arrange for the storage and security of supplies and equipment, . 
fmplement student check-out p^cedures for tools and aquipmeht, ^ 

88, Establish a laboratory personnel system that includes a procedure 
for cleaning and maintaining the laboratory ^^^nd prpvides maximum^ 
usage of laboratory equipment and supplies by students. 

.89,^ Devise a system for establishing and collecting student fees for 
^ supplies and other instructional costs, 

90, Develop/and maintain a filing system forrecords and forms for voca- 
tional reports required by the State Department of Education. ^ 

91, ' Develop a comprehensive safety program that includes safety- 

instructicn ^presented to the student, a procedure for attending 
to the first aid needs of the vocational student, and ^ one that 
provides approved safety apparel and devices for use around 
^ hazardous eqUT' nent, . ^ . ' , . - ^ 

92, . Develop and complete student acciderit reports, using appropriate 

forms. u , ' ^ . ^ 

93, Interpret the legal and mo^al ^provisions of teacher liability.' 
" . . - ' ^ , ' V'^ ^ ^ ■ : - 

94-, Interpret and uphold legal provisions, and regulatloijs governing 
"the emplo>Tnent of aturisnt-learrfers; 



96. Adjust instructional plans and strategits based on obsarvtd 
feedback from students, 

97vp Work with' students to establish acceptable standards^ of behavior 
in vocational classrooms and laboratories* l^hold theso standards 
in addition to general school standards of expected student be- 
havior , 

. i 98, . Encourage students to exercise self-discipline. Employ appropriate 
disciplinary action when school code standards ar<| violated, 

^ / •" • ■ ■ ^ ^ " . ' . ^ ^ ^ ■ ■ ■ ' 

Vl\ GUIDMCE ' ^ V , 

99, /Develop and maintain individual student files that contain infor- 
mstion-abcfa^th^—studenfr'-s-bac^k^ 



characteristics, subject matter data ^ achievements interests^ 
attitudes and attendance, 

100, Accuihulate ocaupational infomat ion about students through per- 
sonal interviews^ the interpretation of occupatibnal tests and « 
inventories, and through feedback from students regarding pccupa- 
tional inventories, . ' ^ 

101, Arrange with; professional staff for the administration ' and 
interpretation of personality.^ aptitude and intelligence tests. 

102, Work with students in establishing and reviewing their educational 
aspirations, career aspirations and personal goals, 

103, Assist students in self -analysis for such oapabilities as personal 
interestSj saleable skills^ advanced training needs and study 
habits. v 

104, Assist students in developing positive attitudes toward appropriate 
work habits j quality wortaianship^ and working effectively with peopl 
in various environments. , .j^^^ 

105, Develop constructive working relationships with studehts and their, 
families by demonstrating an interest in them as individuals and 
maliitainirig an open door policy for- student consultation, 

106, Confer with students and their parents at school and through home 
visits. to discuss the educational and occupational development of 
the student, 

107, Confer with students on both , individual and group bases. 

108, Conmunicate with prospective and continuing students during the 

siMwier , ^ . ^ 

^ ' • ■ ■ , • " . '■ -■- , . . ' ' t- 

109, Develop and maintain a system for acquiring and updating occupa- 
, tionlLl information and job opportunities, * .1 



. provide occupational and educational information in helping 
students address individual concerns, 

111. Organise and maintain a job placement program for students. 

112. Assist students in securing and completing applicrations for 
jobSj scholarships J and educational loans for co-llege admission* 

. . ' ^ - . . . 

113* Assist graduating students in preparing for interviews with po%ential 
' employers, 

114. Write letters of recommendation for students. ' 

Its, fupply guidance ^staff with perfonnarice data aWut students' and ^ 
> ^ excha nge in formation on a continuing basis. 

116 , Refer students to guidance staff and/ other specialists as needed. 

117, Assist students with their problems /by working cooperatively with 
such outside agencies as health and/ Welfare services, 

118, Conduct follow-up studies of former vocational students, 

119, Ascertain the reason why students leave or discontinue the 
Vocational education program,; ' , . 

Vil, SCHOOL-CONMJNITY RELATIONS ' ' , ^ 

120, Assist in the development of policies regarding school ^community 
relatiws consistent with .the philosophy of the vocational program. 

121, Plan, acquire approval forj and conduct school -community relations 
activities. " . ' .. 

122, Speak to school and community groups about the vocational program,^ / 
Use resources such as radio and television to reach a wider 
audiente, ' ^ 

123, Provide such written materials as brochures^ news releases, 
newspaper articles, , and displays to promulgate the program* / ' 

124, Sponsor student ^parent activities for the vocational education., 
program. Direct student presentations at these activities, 

.125. Conduct an open house to familiarise the, coifi^unity with the voca- 
■ . ^ tlonal program. ^ ^ 

126. Provide consultant services to local business and industry, 

127., Assist with community, business, and industry spqrisored activities. 

: 128, Serve.^n professional "and /community g^vic, service, and social 
^ brganizations to improve the image of • the ivocational education 
' /; program, = /, : ' / ..: . ^ , -\ ^ . • ^ " =^ 



- 80 » 



129, Establish and maintain ^effectiye relationsliips with labor, 
management, and manpower organisations, "° \ 

ISO* Maintain liaison with union officials and empl-oyers, emplopient 
agencies, conmiunity, organisations j and State Department personnel 
for the vocational education program, . 

131% Maintain good relations with other schools. Use these relations 
to obtain £eedbp.ck regarding the vocational educatioh program 
and its status in the comunityi^ ' ,r:^ it 

132. Analyze enrollment' trends to determine student and parenfkl - 
acce ptance of the vocational edu^^tioft^rogram^^ - ^ ^' ■ & 



133, Use parental and conmiunity opinion surveys^ to obtain information 
about the status d£ the program, _ * ' 

134, Obtain feedback regarding the program from the advisory conmiittee. 



135, Acquire information from members of the community "power struc= 
ture'* regarding their expectations for the vocational/education 
program, ^ \ ^ ■ 

136, Study community voting results on financial issues effecting the 
vocational education program to determine the level , of coiranunity 
support , 

137:: Study in-school election results (student couricil, etc) tp determine 
the image of the vocational. student in the school,; 

' ' ■-■ '■- ^ ^ . ' ■ -. . = " , 

138. Develop a procedure .to use lield-based laboratory experiences V 
provided by citizens in the community as ^effectlv.e student- 
learning stations, ^ \- - - * . 



VIII, STUDENT VOCATIONAL ORGANIZATIONS ^ 

* 139, Obtain approval from the. school administration to establish a^ 

student vocational orgaxii nation. . ^ 

140, Contact State Department personnel to identify thi steps to be 
, followed in organizing a student vocational club; solicit help 

' from the State Department in implemanting thi club, ^ 

141 , Acquaint 'prospective members^ and their parents of the purposes, 
; \. activities, and values of the student vocational organization. 

! 142, Organize a student ste'ering committee to assess interest ini the 

* - ^ vocationai organization w Cpnduct organizational meetings, and 

\ , develop^a constitution and by-laws, ^- ^ / 
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143. Conduct initiation activities for the student^ organization in 
whioh new students receive an orientation, and an election and 
installation of officefS is held. ^ / 

\ ■ ^ " : ' ' ! \ : h ' ■ ■ 

144* Conduct leadership training sessions for? the officers of the 

organtiation to help them carry out the goals established in the 
constitution. ^ , / ' 

145* Work with students to develop a yearly program of work for the 
student \voQational organization * ^ ^ / 

146, Supervise social and educational activities of the student 
organization* " ... 




147,. Invdlve students, parents, and 'members of the community in conA 
duc^ting and. publicizing the activities of the organization, 

evelop and monitor a financial management system for ' ; 
' the student organization funds. Conduct fund raising events. 
; ^ - ; \ % • ^ , - . _ , •* ' ' ' ' 

149. Maintain a file of publications, handbooks^ and^serapbooks 
regarding, the activities of the student organization. 



150* Evaluate the student -vocatdonal organizatidri. T ; 

151. Affiliate the student vMational organization with state and 

national vocational or^mizations * Prepare, annual reports, and 
provide advice for. student entries In state and national contests. 

152* Send student representatives to difitrict, state, regional, and ' 
national student vocational organization activities. w 

■■^ \ ^ ■ ' ^ ' 

153. Assist in the developinent of rules and j^cedures fox conducting 
student contests. Participate and serve as an adviso^ and/or 
judge for contests.^ ' 

154 , Maintain the student vdcational organization as an Integral "part 
IX. COORDINATION \ 



of the instructional proWam for -the vocational area. 



155, Conduct occupational tests, ystudent interviews, and, parental 
interviews th gather data regarding student preferences for 

work sites , ' \ ■ " 

\ ^ i ' \ ' ^ . ' ' 

156. Establish criteria and procedures for Selecting pr^T^"j^«tti"w student^ 

learners for cooperative education, . 

rs?. Match student -learner characteristics, interests, //,a^kground 
to appropriate work environments , , » 



i 
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158, 



159, 



Establish traihing stations as acceptable based upon^^tfEa 'training 
potential of the Job, the qualifications of the onifthe-Job^ 
instructors I and the educational and safety adequaoy"Of the 
facility. > 



Ntgotiate on-the-job training 
consistent with union policy," 



's, wages J and conditions , 



^ 160. 



162, 



16S, 



164 

165 

166 
167 
168 

i69 
17 C 



Develpp' a training agreement betwaeri the student -^learner and 
the cooperating employer that incltidas school and work scnedulesj 
a training plan/ and the responsibilities of both the student an4 
trainer. 

Provlda appropriate infomation an d forms regarding fe deral and ^ 
/state wage and hour classifications, legal safety Requirement S| 
( work permits / r^eimbursement information, and other , legal iis^^ 

related to cooperative education. 

Establish procedures = for developing and maintaining good working 
relationships between the student and the trainer. Include role 
identification, on-the-job training, ^initial interviews ^ and 
appropriate' safety and protection procedures. ^ ... 



Develop , and implejaent a plan for supervision of on-the-job 
training. Share the plan with the scjpol administration and the 
employing . institution ,j ; - ^ 

Analyie student progress reports to determine futui^e job. potential, 
additional training needs ^ and such affective ^considerations as ' 
attendance^ promptness, working relationships, etc* 

CoOT'dj^nate suggestions from on-the-^pb trainers ^ to provide related 
'instruction in school^^or areas of /weakness* 

Evaluate the quality of ^the^ 6n-the-gob training received by the 
student . ^ & 

Sponsor . employer-employee Appreciation events at the end of 
training situations. ; \ / . . ' ^ 

Coordinate related instructldn and information from the advisory ' 
committee to maintrin instruction/in the most recent technology 
o£ xhe occi^ationaj. V;eap , ^ / \ ^ 

Assist the student in obtaining- work placement after training. 

Coni^uct conferences/ with both students and trainers to improve the 
\student per'formance and specify ideficlencies in the training 
Environment./^ ■ ' ■ - ^ - . 

Provide remedial .instioiction in' s to correct on-the-job . 

.d#fic^ncies./' /v- I ' 'C ; ^ , ' : / ■■'■V', ^ = " 

b^yeiop^S positive procedtife for rembving. students from ttainlng^ 
stations when^it is ln>the best Ijiterest of thi':^s^ v 
drainer to terminate the relationship. ' ' ; .-r/,' ■'"■'■-^ '''^ . '■■ J- 



PROFESSldNAL ROLE AND DE\^LOPMNT 

5 

173. Proinote the attainment' of the goals o£ the teaching profession 
by maintaihlng ethical standards. • 

174. Express a professional philosophy consistent with the. goals of 
the teaehing profession in .general,; the goals of general 

.education, and the goals of vocational education.- 

175. Exchange oBservational visits, innovations, and ideas with 
dthars in the pro^fession. / : ^ 

176. Support profesiionai organizations through ^mber ship' and 
__„at^endance^=at^meetings^™EunQt 

conimittees, and provide representation at stat^/ regional,, and 
national meetings , . . . ^ 



U77, Contribute to the literature of the profession ^ writing' articles 
or books; or by'conductfing and/or participating in experMiental 
data-collecting research activities, / 

178. Assist in orienting new teachets to the school syst 




179^. Conduct personal evaluation through self-analysis , admlnlstratiye 
' 5 evaluations, and peer evaluation, 

180, Maintain professional certification by^entolling in graduate, 
extension, and in^sert^ice educatiBh programs, > 

. ' ' ^ ' ' ' ■ , ' 

181. >Expand your educational background and leadership potential by ^ 
achieving advancedj^degrees , Maintain a level commensurate 

''"Nwith prof essionar abilities and limita ' , 

1B2. Keep up^to-date through professional reading artd through acquiring; 
Aew'occupational skills. Record these activities in an up-dated ^ 
/ professional personnel file, • ; ^ ....... 

183, Participate in non-instructional school activities such as^ clubs, 
cafeteria supervision, bus duty, etc, _ ^ / 

184, interpret the policies and reflations of the local school. '\ 
district to the student teacher and other potential teaches % 

185, Supervise student teachers in a positive fashion by assigning 
appropriate responsibilities^ planning constructive activities, 
and performing as an effective role model for student teachers.' 

186, ^ Cdnfer regularly with the student teacher and college supervisor 

.regarding the progress, success, and deficiencies of the student 

^ teacher^ - , : ^ ' . , ' ' 

• 9 '■ ^ ■ I. » ■ ■ ' ■ 

187, Prepare proposals ; for external funding to meet Research needs, con- 
duct training programs, develop curriculum, or conduct other . 
activities appropriate to the- prof esslpn* ^ - :^ 



;18S* Read a^d interpret research findings both .as a conimner and ^ 
rasaarcher* ' 

. ' . " - - 

189. Defflonstrate a taiowledge of the concepts of carter aduQatiqn 
and its relationship to vocational education 

190* Assemble and maintain professional resource ffiaterials for personal 
use* • \ . > . ' - • ■■ 

191* Demonstrate appropriate working relationships with other teachers 
in .the school* ' s 

192, Identify and interpret the Mj8S^.federal leg01a^ 

provided the foundation^ arid' current fundin^^^r vdcatlohal education 

i . . - . ' . ^ ... I ..." ■ - 

193, Relate the vbcational : educational currlculmn to the total in- ^ 
structipnal program in a comprehensive high school, 

194, Promote unity and balance between the vocational and academic 
components of the total educational enterprise. 



COMPETENCY LIST FOR MIDDLE MMAGEhffiNT 
.IN VOCATIONAL EDUCA TION 



PROGMM Phfimim, DEVELOPMEOT.aAND BVALOATION 

1, Devtlop the rationale^ goals, and scqpe o£ the vbeational adueation 
progrkm* Ettablish the iftdlvldual eflwieula that will comprlie 
this program* 

2* Collect roanpower data for program development; Conduct, a comunity 
survey in addition to exiiting data, 

3, .Develop short and long»range program plans for iinpleifrienting the 

prDgram, based upon the rationale^ goals^ and manpower surveys* 

4 . Conduet an occupational analysii for each occupation to:be . 
taught* Establish the eon^entj, the standards of per formanoe 
for each task, and other data needed for devel 
objectives** 

5* Supervise the curriculum development process for new programsy 
as well as for up-dating curricula of existing programs, , 

6, Assist staff in developing and impiementirii courses of study, 

7. Assist staff in writing general and specific Cperformance) 
objectives for their courses of study* 

8* Review and evaluate courses of study developed by the staff , 

9* Assist staff in designing teaching strateglas. Use appropriate 
supervisory and helping techniques in this process, 

10* Prepare recormnendations for course and program changes. ' 

11. 'Develop and monitor a system for evaluating Instructiorial programs. 

12. Conduct • continuous evaluation of on-going programs. Prepare 
and submit reports to appropriate indivld\ials and groups include 
Ing teachers, school administration, advisory comnittee, school 
committee, coiranunity groups, etc. ^ . ' ^ 

II. Develop cooperative education programs* . 



14. 



Develop and maintain an instructionsf.jiesource center, with 
iiistmictlonal software and hardware, i, . 



IS. Identify the role and 'function of an advisory conmittee. BsUablish, 
utilize, and evaluate the success of advisory — 



16. Consult with specialists, advisory comnittees, and administration 
in the continuous implementation o£ programs. 

17. Assist teachers in the development of a- student evaluation system, 
including performance standards, tests, and a gradirig system. 

IS. Develop and administer a systeii for faculty evaluation that im- 

cludes teacher self-evaluation, cllnicml supervision, and adraan- 
. • istrative and .student svaluation. • , ^ 

19. 'Develop master. progTamschedui es fotf faculty and student 

■ ' ' " ■ 

20. Assess facilities and equipment on a long-term, hasis for the 
maintehance and upgrading of the vocational prograii. 

■- . = ' ' - ■ i 

21 • Identify tha legal and moral Implications o£ student. safety - 

precautions, safety regulations, and tha implementation of 
_ safety prDgrams . - : ' 

22 Revitw and implement progrms Cusing federal and statiD resources 
where possible) for disadvantaged, h&ndicapped, and other persons 
not included in regular vocational programs, 

^.<^*.. . ■ y . .- . 

OPERATIONAL MANAGB?4ENT , . 

"-~-T- ■ ' -■ L 

23. Prepare capital outlay budget proposals for one, five, and ten 
' year projections to meet educational goals, 

24. Work with faculty to prepare annual operating budgets for 
personnel, supplies, materials, contracted services, travel, etc. , 

25. ". Establish a system for ordering and procosslng payment for equip- 

ment, tools, supplies, reference books, periodicals, and other 
materials. " 

26. Establish a perpetual inventory system for equipment » tools, 
supplies i books, and instructional materials. 

27. Assist in procuring surplus equipment from state and federal 
centers, and agencies . 

26. Arrange for the storage and security of supplies and equipment. 

> ' ■■ , ' ■ ■ ° ■ ■■■ 

2<? Establish an accounting system for revolving funds that will accpm- 

moaate the flow of cash for the vocational programs that provide 
. 'goods and services to' the public. . , , 
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30, Implement a systwi for approving staff travel and reimbursing 
travel expenses* 

31* Prepare and maintain a schedule of charges for school -produced 
items and services rendered to the public* . 

32* Develop a system for determining and collecting student fees, 

S3*^ Plan and adfainister the student transportation system* 

34, Determine the needs for adequate and appropriate facilities, 

35, Deyelop a plan to acquire (purchase, leaser or rent) needed 
facilities and equipment, 

36* Recommend changes in facilities as needed to up-date equipment 
~ or to expend^^contract space for changing student populations, 

37, Arxange for the appropriate layout of vocational facilities by ^ 
either modifying existing facilities or developing new ones^ 

38* Establish criterfa for preparing facility and equipment specifi'- 
cations* ^ , . 

39* Design and implement a safety inspection progr^ off both the ^ 
physical facilities and the . instructional program mccording to 
stMe and federal regulations* \^\■^^' 

40, Establish procedures for the maintenance, service, anEi^epair of 
tools and equipment, \ . ll^!^^ 

41% Sti^ervise the establishment of a system for student ^ch^k-out 
: procedures for tools and equipment, 

42 « supervise the establiihment of a student laboratory perlonnel 
. and clean-up system* V \ 

43* Assiist in developing regulations for the Mse of the vocstional 
. facilities by outside groups, ' ' - v : 

44, Intarpret and administer federal and 'state regulations aregarding 
thet operation and utilisation of vocational facilities and pro - 

■ - --^ 'grsms^, ■ ^ ' _ .......... .^-..^ ...^ ^. . . : , 

45, laantlff areas and programs el lgJibl^& for speci funding, and 
^ develop and submit proposals iot thase programs, 

46, Compile data and prepare reports for the Btate Department 
regarding student enrollments atid costs, 

47» .Establish m recprds management syst^Vfor students, staff, thef 
■ physical plant, and pUD^lid information items. . v 

:4Si, Establish procedures f0r\d si tori to the vocational facility ami 
. fpr conduct ing guest tours^; ' . . ^ 

^^^^^^^^^^^^^ \ : loa ' 



49* Utilize legal counsel as needed, = . 

30. DWalop and utlliia teacher aiid student handbDoks of policiei^. 
riileSi Yegwlations^ and oparational procedures , 

SI, Maintain a departmantal bulletin board with appropriate faculty 
iBformation. 

52 • Develop an organiiational structure for the program^ identifying 
periomol relatlonshipa and responsibilities. 

SS, Develop and mEintaln a public ralations progran within the school 
and throughout the comunity (see section entitled school- 
conmamity relations,) 

SmPF PERSOi^S L ' / 

54* Determinci the number of professional and non-professional per- 
sonnel naaded for safe and efficitnt progrmi operation. 

55. . Prepare aiccurata and dstailed job descriptions for all positions, 

establishing the roles> responsibilities, and relationships of 
eve*y staff meinber. ' \ ^ 

56. pevelop and impletrient a system for selecting and employing staff. 
Include the establishment of selection criteria, canduAting inter- 
views, applying screening techniques, and commTtmicating reconraien- 
dations for employment. 

. - ' . ' \ . ^ ' " 

,57* beveiop and implement an induction and orientation program for 
new personnel , 

58. Ijnplament a ehiiddng system regarding the status of staff 
certification t^%^t appropriate State Department requirements, 

59. Establish V system ttf racord special assignments given to faculty, ^ 
Maintain an equal distribution of work load Mong the entire 
staff. 

60*/ Assist in the development of an equitable and sound salary structure 

61. Maintain a personnel record system for all "staff members * 

62. Establish criteria for evaluating teaching pwformanQe (see pro- 
gram, planning, development, and evaluation section*) 

63. Establish a rdster of substitute teachers* / * 

64., Serve as the liaison between the vocational programs and other 

" '^school programs, the coninunity, home, business, labor, and industry. 

65./ Promote good human relations between the staff members and 

ma^intain discretion regarding sensitive information* Involye 
staff in the decision making process, to the extent possibla, 
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66* Develop and utilise eoimnihication procedurei for staff memheM 
- " , Co 'viiee their problemg, complaints | and srievances, 

67, Be active in loeal and state asgociat ions and eTCouraga faculty' 
t€p db the eame (eee pffofefisionai rola and development section*) 

6Bm Flan,^ direct, and participate In staff mietings* Conduct itaff 
maatlngs that have elear objectives and measurahla outcoBQSS, 

69m Develop and participate in In^aervice progrma addressing 
faculfcjr needs* Include the asiistdnce of teachers In the 
Instructional procesSi and such administrative functions as 
developing individual program budgets* 

70. Work with stpff In conducting <jn-going research to taprovs the 
InstruetlonaX process in th^ classroom, 

71, Haintain an accurate data-base regMding student achiavement and 
placement. 

STUDENT EERSONNEL MP feJIDANCE 1. 

72m ^ Establish a basis for determining the total nisaber of students' 
that can be served in each vocational program*^ 

73* Develop and administer procedures , for selectibnj orientation^ 
and registration of students into each progrffln, '\ 

74* Supervise a systein for maintaining accurate student attendance, 
autobiographical data ^ achievement testa , and evaluation records 

75. Use appropriate Instruments and teats for measuring student ^ 
interest and career aspirations* ^ ' ^^ / 

76* Establish a systm that will provide continually up*dated . 
occupational information and Job opportunities for st^^^ 
as. well as post-high school training and educational opportunltli 

77* Use consultants when needed to provide Information and seivicea 
■ to students . ' - ' ' ' 



78* Select^ and administer standariged tests as heeded for complete 
ritudent infomatlon systems, . . - 

79. Develop and implement a system for student follow-up* this . 

system should include placement | employment^ and. training status 
\ of graduates, ^ .-'.''y-/:: ' 'y'-- -y 

80* Establish, a system for determining why students drop but of the 
^ . .^progranii^" . ' " . • ; / . : ■" ■ . v-\,:.:v-;:_;^ ^ 

81. Work with .local emplo^eht agencies to help students in .place*' 
ment and referral. 



82, Be iafomed of ^ and cOTply with, legislation'regarding students 
rights. 

83\ Provide students with skills In the teehnlques oS intei^lewlng 
and oompleting job applications. 

84. Write letters of rect^iebdatictng for students as * part of their 
comprehensive referral foldsrs. 

85. Conduct group couniellng oesslons as needed. 

86. Meet with students and parents Individually ^ as appropriate. 

87. Adsilnister a safety and medical service programs for students. 

88. Develop a system, for upholding- and administering school standards 
©f student behavior. ' 

89. Develop a prograin of student govermnent. 

■ ' * " ' ■ ■' ' ".. \ \ ' "\ • ^ 

90. Approve and administer student social, recreational , and 
athletic activities . 

91. Involve parents and studento in student vocational youth . ^ 
organisations for each vocatlbnal area. This activity should 
include.: Assisting with the establishment 

' conducting laeetlngsi providing leadership tralningi establishing 
a progrm of work i fund^-ralslng activities i confershce parti- \ 
clpatlon at the local , regional, and state level | eonSuctlrig 
public relations I affiliating with state and national student 
youth brganizat Ions I involving businais and industry* and 
providing other activities as appropriate to vocational youth 
organisations* 

SCHOOL - COWIUNITY HELATIONS 

92. Present a philbsophy of vocational education consistent with the 
goals of thfc school I the vocational program, and the vocational 
faculty, 

93. Speak to school and cownunlty groups regaling vocational ed*^ 
ucatlon and the specific vocational programs. \ 

94. Work with business ^ Industry , and trade associations In the 
conrounity thrbugh estAllahed liaison and placement opportunities 

95* Utilise the advisory councils and coiralttees established for 
each vocational pragram, - - . 

96* Serve in, professional non-vocatlor.al prganl^ations in the consn-.. 
unity, such as civic associations. , 



i.103 



" 91 - 



,97* Serve in professional non-vocational organizations in the . 
community, such asj civic associations, 

98, Conduct corinnunity surveys to obtain objective information and 
attitudes toward vocational education, ^« . 

99. Serve as a consultant-at-large to the coiranunity regarding 
vocational education and training progrMs, 

100. Obtain information from parents regarding their perceptions of 
needs for vocational education programs for their youth* 

101* Conduct open houses at least twice a year tO: bring parents and 
other members of the community into the vocational facility, ^ 

102, Publish news releases and newsletters periodically regarding'^ 
the activities and successes of the vocational progrM, 

103, Provide brochures that accurately and comprehensively describe 
the programr offered by the school* ' ^ 

104, Maintain disfilays of products ^ and services offered by students 
in the various vocational programs. / 

PROFSSSIONAL ROLE AND DEVELOPhffiNT :^ 

105, Keep abreast of current literature related to vocational and 
general education. , 

■ . ' ^ . ■ ■ ^ : 

106* Provide leadarship to the faculty by broadening their scope and; 
understanding of the contribution and services of all vocational 
areas to a total comprehensive program, ^ 

107* Serve in. a membership and leadership, capacity in prof essidnal 

associations related to vocational education at the locals state 
and fiatidnal' level. Attend conferences fegularlyi serve on 
appropriate coiimittees J make presentations at regional and 
. national conferences* . , . ^ 

108, Provide in-service education for neW teachers regai^ding school 
policies, practices, and procedures* Provide prjafessional de- 
velopment for experienced teachers in current research and 
practice related to thB teaching profession*. , 

.109* Maintain professional certification through continuous, enroll- 
ment in graduate, extension, and in-service=educAtioiu___^__^ 

110* Acquire new occupational skills to keep abreast with advancing 
technology* 'Attend industrial schools, training programs * etc, 

111* Maintain up-to-date information regarding new occupational 
materials, methods, and media, ^ p 



112. Direct research projects for ifflproving progr^ii in your school, 
. . Review and report relevant resesrch to your staff* * ^ 

- ' ^ ^ ' ■ , h ■ ■ ■ 

113. Publish articles mi other mpproprfate materials tha€ contribute • 
to the literature of the profeisionr * 

• ^ ' = 

114. Assi'gn responsibilities to the student teacher comensurate 
with hii/her background, knowledge, and experiencei Work 
closely wLth the college or univwisty supervisor in evaluating 
the student teacher and assisting in his/her professional growth. 

lis. Demonstrate exemplary teacMng strategies to the staff. Provide 
clinical supervision for staff as'requested: « 






COMFETENCY LIST FOR ADMINISTRATORS 
IN VOCATIONAL EDUGATION 



fJRpGRAH ADMINISTMTION ^ ^ 



1. Davelop a philoaophy of vocational education for the ichool district to 
'provide programmatic direction. Include goals ^ purpoaei i objeotiyea * and 

the integration of the vocatiohal program with general education, o 

2, Consnunlcate and astablish a philoaophy of vecatlonal education among 
, the ataff that is broad-based acroag _all vQcational areas- and^ceiLajJLte^^ 

with the goals of general educatione ' - * 

* , ^ ' " ■ ' ' . ^ ' ^ / ■ ■ 

3* Infortt other educators and the general public of^the vocational ptogrMiu: 
its purpose and delivary systems. . ^ ; 

4. Design and administer a data analysis and reporting ays t am to proyi^^ 
infoiTiiatlon for* State Department repc^rts atid for , programmat ic dec is iQgt ; 
making* Includ a surveys to detemlne manpower needs, coimuntty r 
student placement opportunttlas ^ parental perceptions of the programs-et^ 

5. Work wlth^ldcal, statej ^nd federal agbhcles in determining v the ©c A 
tipns for which training is to be of fared ^ and in daveiopint lo^^ 
programs. ' ' . ■ . ^ -;. . . 

6. prepare annual and long-range program plans . ' / : > 



.7.' Provide leadership among the vocational faculty for the development^f 
. , curriculum and instructional. guides , CUrriaulum. sihould be basM^^ 

occupational task analyses* .Goursfes of s tudyTshould -i nclude ; per forma nee 
- ■ • oblectivas . ' ' . . '. ■ ■ ■_■ 

8>r^Establish and monitor an Instructional resource center for- comp / 
and distributing instructional software and hardware* - ^ 

9, Establish, and administer standards for program and faculty revie ' 
^ evaluaji^. Assess the quality of Inptr^ ^ 

iOt . Design and conduct research to measure the results of programs, based 
' " : Upon student achievement. These measures, should tnclude consideration 
of both the effectiveness' lind the efficiency of the programs >^ 

11; Coordinate the actlvlcies of the_vacafcional— proB^fa^ 



so Chat eacn componenc has a relationship to the entire program. 
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12. Developed monitor cooperative vocational education ;prograros . 

13. Admpt existing instructional prograns to provide occupaiional pre- 
paration for students with special needs. . Desi^ new program^ for. ^ 
spsclal needs populations with unique needs, , 

14 Develop a schedule of course offerings,' and- schedule staff and facilities 
for makiinuin program utilization. Identify and use consultants for such 
areas as curriculum development and review, research, and prograin. . 
evaluation. , ■ , ; , 

15. Design and administer, a safety program that will meet iSgal requirements, 
and safety standards for optimai utilisation of equipment. . • 

16. Plan and implement adult occupational education programs- ^ 

17. Assist in tte adoption of^taxt and reference books. - 

18. Establish policies and develop a policy manual for the total wcatlonal 
program and staff. This includes both the adminlstrationjof policies 
for the ant lite school district as well as the generation and approval 

^ of policies unique to the vocational programs.,^ - 

19. Provide and solicit suggestions "for policy modifications as appropriate. 

20. Establish an internal communications system to keep the tojal staff 
informad of all aspects of the instructional progr^s, polib^s, pro- 
cedures^ instructional methods mi material!, eft. X\ , . 

21 . * BstSblish and enforce student policies, rules, and regulations, 

22. Develop and administer a guidance program, 

23. Maintain contact with employment agencies, . 

24. Establish and maintain a recordkeeping system for students,- teachers, 
^facilities, and equipment* 

25. Design and administer a data-^gatherlng system to maintain accu: * [ . . 
^ student records of m'chievement, interest', career goals, placement, and v 

follow-up data regarding employment and training status of graduates, 

* -.^ ^ = * . " . ^ = ' 

*26." kstabllsh a system for measaring student satisfaction, and the reasons 
why students drop out* of vocational programs. - , 

* ■ ' ^ / * ' _ - - ' 

^ 27. Work with 'the piidance personnel to develop a system that provides occu- 
pational information,^ manpojtfer, and placement oppOTtunities on local, 
N state, and national Ifvels. ' ' ^ , V 

28 Establish criteria for accepting students Into the program and provide 
' J. data about these students to the: staff as ii^" to instructional, sys- 
• terns. ■ . ' ' ■ ■ - -■ 
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29: Establish graduation requirements. 

30, Davalop and administer a grading system compatible with or Gonvertible 
^ to the grading systems used by participating schoo Is iji the district, 

31, Develop a ^t em. for in-service programs on an on-going basis , incWding 
such activities as workshops, field trips, ^est speakers, ate. 

32, Provide 'leadership in the establishment and functioning of advisory . 
conmittees for all vocational areas including; the recruitment of merabarSj 
designing the purposes and fonnat of the working relationships within 
each comnittee, and evaluating the effectiveness of the advisory groups, 

33^ Direct pilot and demonstration projects as exemplary programs,* 

II. OPBRATIONAL MANAGEMENT . 

34, Establish an organizational structure and reprasent this structure 
graphically on an organizational chart,, , 

35, Idantify the character, purposes, and importance of foraal and informal 
organizational structures, and work within these structures to achieve 
programmatic goals* ^ " . 

36, Conduct staff meetings, Involve members in the discussion, and sumnftri^© 
results. Assure thatr all meetings contribute toward the achievement of 
school goals, ' ^ [' ' ■ ' 

37, Design a feedback and follow-up system to provide student evaluation 
data to the instructional staff, 

38, Develop a system for routing printed materials, mail, information and , 
supplies to staff, , ^= ^ 

39, Inform teachers of current literature, Including instructional materials 
and research projects, . ^ 

■ ■ ' " * ■ - ■ ^ 

40, ; Attend county court, city council, and school board meetings in matters 

V. relating to vocational ^ucation, 

• ■ ^ 'i . ^ ' . ' ^ / ' \ . :^ 

41, Prepare reports of schGol activities for public information. 

^ 42, Conduct continuous evaluation of the programs, students; and staff . 
. Insure' progress toward the planned program objectives through this 

evaluation and feedback mechanism, . 

43. Participate in student assemblies and activities:. 

V Analyze ahd solve daily, operktional problems r gather facts, ascerta 

- > causes, develop alternative courses of action: ^ . 



■ ■ ' , 10-8. 




vocational program, . . -J; 

46; Develop and maintain up-to-data tiacher and student handbooks and written 

^i^^^'l:'. / ^ operational procedures. 



'|v'^W*'^47. "Keep on-going records o£ students, ^teachers, equipment and facilities 
i'^K^': ' , - for monthly reports. 

48. Request services of State staff and coniultmts when needed, 

f^"^. 49. Serve as the liaison official between the voaational programs and parti^ 
&f:r:_^_l cipating schools/"^ ^' ^ ~^ ' 

i^tz^T^' 50 ./Keep participating schools infdrmed of acti^ltiiF^f mutual Interest and 
V^Vu-; concern. ^ - v 

v/"'^ SI Maintain a, record of newspaper clippings of school activities, 

^ ■•- ^ - . . , 

H 52. Develop and implement surveys as needed for data collection, 

V - -J . ^ 

' 53. Keep informed of and com^Iunic^a special federal and state funding 

opportunities;'., 

54; UtiTlEB' legal-counciUorJaculty and staff as needed, 
55 "^^Establish a school calendar and school closing notice procedures • , 

56. Jtoni tor the salfety^ program. - - ^ 

57, ^ DeWoyand monitorlin^school student 1^^^ * j 
programs, ^ - . 

;;V: if^ir^".- • ■-" - - - - - ■ • _ - " . - ^ ,i . ■ , -i: . . - . 

I ' INTERPRETATION OF LEGISLATION , ..^ . 

fe "Ss'. -Identify » interpret, and apply federal, state and local vocational 

r; • education legislation, regulations, and policies, as well as other 

f, ' relevant state and federal legislation (such as CETA) . 

r \ ' - ■ ' . ■ 

■ -59.; ■^.Interpret and implement the state specifications for vocational 
' educatloh facilities. _ , 
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60. Interpret state ce 'rtifi^lon r equirements for Instruct ors. 
'61.' Interpret and apply public "right to know" laws and regulations. 
62. .Interpret the legal responsibilities of vocational teachers. 
-63. Explain federal and state legislation to local educators and the 



-64. Utilize State Dept ii ' persbnnel when, their a^ertise assist in - 
implementing the vocational program. ' . 

65. Cooperate with state' staff members ^in promotingj developing, sus- 
tpining and evaluating vocational programs ^ ^ 

66V Prepare project proposals -for funding based .pn State BoardVof 
'''^Vocational -Technical and Adult education criteria. 

67, Prepare proposals ^r federal and other statQ grants- ^ 

68 , Assist in the development of new legislation to support vocational 
iucatAon^= =_= 



69. Work with federal and state' legislative membars to furthato,the^^^^ ^ \ 
cause of vocational education, 

SCHOOL-COMMUNITY RELATIONS ^ ^ 

70. Plan a comprehensive program of sehbol-communlty relations to reach 
both 'external Ccommunity) and internal (^^hool) publics. Involve ^ 

V • coimnunlty representatives in this platming and development, procaif .^^^^^;^^^^^^^ 

71. Describe to vocational education staff members how they can improve v ^ 
their image by productively participating in corraaunity/ civic, service- 
and/or social organizations* , ^ ^ 

72; Identify ways of involving the staff in the community to b^ 
public relations for vocational education. \ . ^ 

73 . Obtain informal feedback on the vocational program by ■ helping your , 
managers to establish contacts with individuals in the school and 
eonmtunity. ^ ^ 

74 . Ascertain and evaluate public opinion, about ^vocational programs 
- through community, surveys and other feedback mechanisms* 

75. Establish' a method for evaluating the degree to which the object ives: 
- of the community relations program have been met. 

76. Make public presentations to school and comunity groups about the 
vocational program, . , , 

77 . Coordinate' the use^of occiq)ational C^raft) advisory coiranittaes, as - - 

^ ""^^""wall ^~s a"~geheral vocational' advisory'^councirr Establish a handbookT^ - 
- explaining the role and function of each conunittee. .-v . i-. 

, /- 

78; Publicize the establishment of the vocat ional, advisory committees 
' their members, their functions, and the manner. In which individuals 

may participate in these advisory committees, [ 

79. Establish a term of membership and a system of replacing and rotating 
* members of advisory committees;^ , . \ 

80. Attend county court,, city council, and school board meetings in matters 
relating to vocational education, ^ ^ 

110 



81. Identify supportive comnunity service groups. Assist these groups 
with their sponsored activities. 

82, Hold membership in civic organisations; attend meetings; serve on 
community conmiittees * v / : " . 

8S/' Conduct an open house to familiarize members of the school and 
the community with activities of the vocational program* 

84. Wtite articles for the new media about newsworthy activities being 
conducted in, the vocational program. 

85; Provide brochures to acquaint the school and corainunity with various 
"7^ aspect s=of=^e-vocat-ional^rogramr== ^ _ 

86. Work with different racial and ethnic groups to promote^ good relation- 
ships with all segments and special interest groups within the 
community. . ' ' - V - ^ - Z^' 

87. Obtain state and federal services and resources in designing and 
implementing the public relations program* s ^ ^ . ^ 

88. Use business and industrial contacts to assess the effectiveness of 
the classroom instruction to the needs of the student-lean;»er and to 

, the needs of the prospective employer. 

89. Prepare^and recomnend cooperative agreements with otheragencies 
that may serve as bases for cooperative work-study progpfems* 

90. Meet and confer with visitors . , Establish-a-syst^ for referring ^ 
visitors to appropriate personnel and for conducting tours,- 



9 r. ^ Work closely with teacher education institutions -in. developing effective^ 
programs at the pre-service and in-service levels. 

92/ Contribute to studies, commissions, and. investigations sponsored by 
professional organisations and governmental agencies. 



FINANCES I FACILITIES - ^ ' 

93. Determine, with selected staff members, the specific needs for adequate 

and appropriate facilities to operate the established and projected 
^ \ educat ional^pr o grams 7 __=__=_ _ 



94. 



95, 



Review and approve (or submit to the Boari for approval) reconmendations 
for changes and alterations of the physical facilities to provide 
Improvement or expansion ' of ' the instructional program. 

Develop, with selected staff members, a plan to acquire the needed 
facilities to operate an effective and efficient educational program* , - 



^^^itv96- ' Plan vocational laboratery layouts to gain maximum benefits from 

. available space; equip teaQhinf stations to achieve the stated ' 
^ft^'- ' - objectives for each progr^. ' ' ^ ^ 

jfi;:';"^/' 9j'; ^Review and approve racoiranendations for new and different types of . | 
1^5-.^' equipment to keep the instructional program compatible with the - .4,; 



needs of business mA industry 

98, Arrange for additional vocational education facilities, to accomnqdate : | 
expanded enrollmeiits and teohnologlcal advahcements related to the ' 
vocational program. " 

99, Procure when available, surplus equipment^ tools, and supplies from 
!^tate and f ederal disper .iall canters. 



f^- '^'103, Review and approve a system for receiving, storing ^nd 

. all supplies and materials. ^ ^ . * • ^ ' 

: ' 104. Develop and submit for approval a policy to repilate tha^use of the 
^ sCtojiLJbuilding and facilities by outside groups an^ individuals, ^ 

X~ ' lOS. Set the standards and supervise the quality of the housekeeping^ through- 
out the school and grounds. 



_ ^ 13 j^^g^^^I^^davelopmsnt-of=a- MscaLmanagement_prDcedure_f ^ 

' operational funds through taxation/ advance payments, vouchers and 
r reimbursements. File reimbursement reports with the State Depart-^ 

ment of Education. - ' 

110, Direct the development of a pwgram of^ investments and interest- 
bearing accounts for inactive funds, 

111. Supervise the preparation of and submit periodic reports to the gov- ; 
eming board and appropriate operating connnittees relative to__the 
financial status of the school. Prepare local, state and federal 

.:>a-.\- -.-reports,. , .■ . • .■ ^ - ■■■-^ ■■ - 
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100, Recoiranend to the' Board a program to provide regular inspections ' Jgj 



throughout t^e school, including instructional areas, to locate 
hazardous conditions and take those steps needed to correct unsafe 
conditions- ^ ; ^ . .;?| 

101, Establish m preventive maintenance program for equipment and 'facilities, 

102, Develop and submit a security system to protect thf school building 
and equipment from damage and theft, . „ ^ 



106 Superviia the development of the qperating budget in line with approved 
program planning and Established prioritiesi allow for flexibility due ■ 



to price changes, enrollment changes and new products 

107. Analyze the cost of operating each of the instructional prograais. ^ 

108. Approve and administer an acceptable accounting, system, providing for , 1|| 
checks and balances and audits,, for the control of all appropriated . 
school monies in line with the. approved state accounting manual. 



f 



! ' 

112. Revievr and approve a perpetual inventory system to accurately ac^ 
count for equipment, tools, supplies 'and materials* 

113. ^ Review and racoiraiend the administrative details of the appropriate 

insurance programs carri^ by the school and the insurance program 
which will be offered to students as. school iniurance. 

114. , Develop and administer a system for approving travel expenses for 
members of the staff. 

lis. Review and recoimnend to the governing body a schedule o£ charges to 
be made for achwl -produced it ots and for services rendered* 

116. Establish rates arid provide for the aollection of student fees. 

117- Develop j administer and Gonmiunicate a procedure for establishing 
priorities for the use of funds and otKer available resources. 

118- iDet ermine the appropriate" criteria for writing spjcifications for— 

the purchase of equipment, tools and supplies in accordance with 
the school code. 

119* Keep informed of and comply with the regulations regarding the use 
of , bids in the purchase of equipment, supplies and services. 

120 4^ Review and submit* for approval spicifisations for the. purchase of 
equipment, tools Und supplies^ ^ ' ; . ' . 

121. Review and submit for approval appropriate recoiranendations to, the _ 

. authorized purchasing a ^ent for purchase , . < " - : \ 

122. Direct, preparation ©f long-range projections of ^needs for^facilities 
equipment and supplies and financing. o"f existing and emerging yoca-/ 
tiona^l education programs. ^ ^ - - 

123/ Direct the preparation of materiali for and promo tipn of passage of 
/ bond issues affecting the wcational education programs- . - : - 

124* Identify major sources of funds for the support- of developmental. and 
research programs and effective methods for their procurement, r 

125. * Interpret and apply transportation laws and regulations *j v 

126. Establish a vehicle maintenance program. 

127. Schedule and oversee the community's use of the facilities* 

. STAFF PERSONNEL - * - 

128. Develop an organizational structure and chart to show the relation- 
ship"Of each indiyidual to the organizatioil' as a whole* . . 

1297- Establish an- effective "chain of comnand" with a responsible^super^ 
- viior at each level* 



1361,' Identify thfe strahgths. and weakneisti of each staff member. Assign 
; • trskt appropriately and provide helping supervision to overcome viq^K- 

-131*^ BElanee work loads and equaliza assignmenti of staff mCTbers through 
. r ; effective seh^uling..: . ^ " ' 

132^ Keep staff members al early informed as to what is expected of them. - 
Use MBO CManagement by Qbjactlves) or other appropriate goal aetting 
^ and accountability mechanisms, 

133. Assiit staff members ii^ defining goals, tasks .and ^purposes of new 
programs as well as developing new approaches to instruction^ 

■ , " : , ^ -i^^ ; ^ " ' ^ r ■ \ ^ ■ ■ — 

134. Identify factors which provide staff members with job satisfaction and/ 
<jir job 'dissatisfaction. - — ^ - 

- / " ^ ^ - ^ ^ - ^ ■■ ■ ■ ■ ■ \ ■■ ■ ■ . 

135. Incorporate diverse points of view on decision-making regard ?.n| contro- 
versial issues. Explain your decisions to staff members withj^he . 

— appropi4^te=rat^ionarle^ — ■■ — — - - . ■ ^ . - - . 



A136. Secure assistasice from' the staff in solying' operational p problems. 
-^Giv^ due creditfto staff members for probiem resolution* : 

137. Maintain staff morale by providing a clearV open, non- threatening €orum ' 
to address issues of cencern, * / ' > , 

138/ Inform staff members ot accept ad methodi for resolving staff grievances. 

139 Dsvelopi maintain and prorapte good human relationships in all dealings 
with.the staff and studiinOody. Hold inviolate: personal, business and 
— -political information ° - " .-^ ^ •■ ^ ^ - -.'^ --^ws ■'. • 



lAb\ Plan and direct staff Biietings with specified o^^ 
^^ > communications and measurable. Qutcopes* — ^ \ = . \ , 

141. Determine the number of prof essional and rion-prof essional ?s^ Per- 
sonnel required for-the efficlan^^^ operation^of the school 

142. ' Develop job descriptions for^positipris/ determine sources of applicants 
/ " and implement a system fo* the recruitment, screening, interviewing ana 

selection of personnel/ Bvsluate candidates considering such factors 
as background, Skills, c^abil it ies,^ and attitudes. , . ; 

■ . ; ' - / ■ ■ \ ^ - ^ ^ • . . ^ • ^ ! 

143! ^ Provide staff orientation regarding the school's philosophy, programs; 
- '-v-^les , regulations and working rttationships-with- other personnel . 

144; State the legal r^uirements for dismissal or failure to grant tenure . 
. to each staff member. ,T \^ . 



i4s;L: mintain adequate documentation of ^personnel^ regarding job ^performance, 
'Provide objective accouiits and rationale for: ^personnel decisions. 

146 Inform individuals in danger of dismissal of the specific reasons for 

-. ■their lack of success, Offer clinical supervision to help staff members 
V ' overcome their problems. , , , : 
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^ • ' ^ ' ' ' . 

Reconmi©nd staff promotions and/or dismissals, 

Develnp a system for checking that all faculty and staff porsonnel 
hold valid and appropriate state cartiflcatlon. . 

Develop and .Submit soimd, fair and reasonable personnel policies, 
including fringe benafftsr^^_ . 

Coordinate the d©velbpm#nt and Implementation of an equitable and 
sound salary structure* '^^--^-^^^ 

Administer and maintain a confidential personnel record system for 
all m^bers of the staff.' 

Prepare and maintain a personnel handbook*^^^^ - ^; 

Interpret and apply legislation' related to labor laws, licensing ref- 
lations and affirmative action r epilations,^ , 



Prepare bulletins and other coimminlcatloni designed to Keep .^hfrstaf f . J 
Informed of program and personnel activities'. 

Provide "gu^ida.ice,. to the staff on legal matters affecting the school 
program. ' . ^ - 

Schedule staff leaves, vacations and sabbaticals. 

' Approve a roster of substitute teachers. . ; , : : . . 

Conduct staff needs assessment for continuing professional development, ^ 

Design and implement an in-service progrM for beginning teachers. ^ 
Develop a program for all s_jaff members to develop opttaal relationships 
in the teaching-^1 earning process. Help each ^taff member conduct self- . 
analyses to address his/her strengths and weaknesses. ^ 

Evaluate classroom instruq^tion based on^stated program goals and occu-^^^^^^^^^ 
. pat ional performance standards, . . 

Plan with staff members for their continued professional development ; 
through specific academic and noh-academic experiences. 

Encourage staff members to pursue academic and work experience to de- / 

ivelop=orL_update__skl3JsLL:__l . ^ ^ j: _ l . „ _ ' 

I ' ' ^ ■ . ■ ■ ■ - ^ . .. 

Arrange for staff exchanges with business and Industry. 

- Inform faculty \of current literature, research and instructional- materials 
appropriate to th#lr areas. ■ 

Develop, maintain and promote an active and professional relationship 
with state, county and local educators, . ... 



166-'. Encourage staff members to maintain membership and participate in ^ 
" ths activities of related professional organizations . ^ 



1?^'; 167. Encourage teachers to mite professional articles . ^ 

V 168. Establish and maintain a staff learning resource etntar, 

169- Foster a climate of interdisciplinary effort to provide broad-based 

y ' experiences for' students . 

If --"-170.- Work- closely with teacher education Institutions in developing effective 

" programs at the pre-service and in-servic'e levels, 

[ 171. Assist supervising teachers in interpreting policies and regulations 
to student teachers. 

:^^':iV-. •■ '-■ • ■ ■ ■ • . ■ _■ J ■ ■'. ...... 

' VII. STUDENT PERSONNEL ^ * ^ 

172, Determine and receive approval for the nijraber of students that caif-be , 
\_acconunodated in each vocational area and in the total program; ■ 



173* DevelDp^m-^4ystem of assessing and reporting information ot , student 

charaeteristic^-^A^ for. individualizing the instructional program, 

174. Develop and approve policies^mnd proceduras for the selection, pj^ianta-^ 
.tion and registration of new studants^^^^ ' • ' ^ ^ 

17Si Be informed. of and comply with Itfws and regulations^gov^ming^studtnts' 
rights. > , ^^-^-=L_^ 

.176. Develop and maintain a student handbook. 

177^ Develop a system for handling discipline cases Referred to the admin- 
istration by the staff. * . ^ — — 



178. Promote the development of student vocational clubs and; the. integration 
of the activities of these clubs into the instructional program p ,4^,: ^ 

179. Approve and provide leadership for a program of student govern ment. 

180* Provide leadership for the development of a comprehensive^ guidance 

program that provides personal^, educational .and occupational testing 
" and counseling/ placement services and follow-up sjtudent data. - 

181 . Coordinate and supervise a cooperative work-experience program and a 
work-study prpgram. 

182. Work with participating schools to maintain comprehensive student per- 
^ V soimel records, including legally acceptable rtteridance records. 

. . : • . : . . ....-.,!. i .. . 

- IBS. - Provide medica]^, service and insurance programs for students t 
184 Arrange for student loan^ grant and scholarship programs. , 

■ . lie 



iVtli. PROFESSlONAt ROLE AND DEVELOPMENT 

^ISSr^^Develop cooperative problem-solving and dfcision-making skAl 

1861 .Obtain background information concerning oontrov#rsial Issues that 
require decisions. . Make decisions and justify the position taken, 

187. i^piy MBOOIanagement by Objectives). techniques to personal work ^ 
assignmerits. . ^ - . 

188. Promote a professional image through personal appearance and QOnduct, 

189. Maintain atfy^cal standards ejected of a professional educator. 



190. 
191. 

-f -1921 
193. 
194. 

19S. 
196, 



197. 

b98. 
199, 
200, 



Demonstrate an acceptable level of ^ersbnal scholarship and a con- 
tinuing interest in professional development. 

Participate in prof essiortal meetings ; and organisations . - Serve on^ j 
professional conunittees and attend local, state, regional and national 
conferences. 

-PiiH-'» ^^-prnf fi^.^i ona3_artleles-a nd -reports .J^ :,. ,v ^ i 



Maintain currency in the field through professional reading's, .-i 

Possess a knowledge of the structure of occupations, occupational soci- 
ology, industrial relations and "industry for :^.pl^ 

vocational programs. - ^ , ^ ^ _ 

Participate in the development of vocational legislaiion. and state plans 
for vocational education, ' ^ . ; . ; ^ ' 

Cooperate with fellow administrators in\ educational planning and 
decision jnaking^ . , ; ; . . . 

Develop program evaluation models incorporating .data from students, - 
staff, administrators and outside agencies./ 

F elect and use .appropriate research designs to solye educational proh- 
1 ems and provide data for decision making. 

Act[uire research skills .to perform such research as the; correlatidn of 
manp^Ker needs, student interest and cost-analysis for program planning, 

Ihterpre^vesearch and statistics . -Develop reports using graphs , charts 



and analytica-1 summaries N 
201 i Utilise data procfe^ing services for. research and school data, 



CAREER EDUCATION CONffETENCIES NEEDED BY ELENENTARY TEACHERS 



^CURRICULUM DEVELOPMENT 



vl.^ Assist in writing general carter education program objectives. 

:2. Write specific caraer education performance obf^ctives for curriculum units* 

3- Idantify, evaluate and use appropriate-commercial matarials designed to help 
pupils perceive the career implications of the subject matter taught, ; 

4. Review and evaluate career education curricula deiigned and developed hy^ ^ 
other school districts. - - - - 

5. Develop teacher-produced materials designed to help pupils perceive the ^ 
career implications of the subject § matter taught . v — - ' 

6. Design and develop facility modifications to optimize career learning 
environments such as career comers^ activity centersi, bulletin ^boards ^ etc* 

^7. Assist in the development. and procurement of materials for la school -wide 
career oriented resource center. - ' - 



8w Infuse ''hands-on'''^C^^^io^ ^^i^^ted3 jexperiences in the curriculum to relate 
academic subject learnings to the world of work, ^ ^ — 

9 . Engage in interdisciplinary experiences integrating academic learnings ^o 
- increase career awareness and explore basic skills.' ^ 

10/ Integrate academic and occupational information i^ the curriculum /through 
activity centers and/or units of instruction. 

•lli' Work with guidance staff to implement and improve the career awareness and 
or exploration program. , , . ' * ^ 



ft 



12. Engage in classroom -oriented research to valldate-and measure-the-effectdva^ 
ness of the career education activities. 



CAREER DEVBLQP^NT -/^MATURITY . , ^ ' 

:r; \ / _ „ : ' ■ ■ 

13. Help -students /develop poy^tive attitudes toward themselvesand others. Work to 
y . to build personally mea^Sgful sets of work values, 

^spjl4; Provide student awarei^^ experiences stressing present capabilities and 
interests . 

IS. ^Help s in their ability to fulfill task. re- 

■?-:u^:s::/':i'-. sponsibilitlas and in^rova self-esteem, ^ : . a - 

' ' 16,^ Help students with personal and social problems that hinder self -awareness, 

■ 17, Relate the value of basic skills acquisition as a' necessar^ fdundatibn for 
£ . ^future occupations 



18 v.> Identify and use -appropriate maasuring devices for students to use in as- : 
V sessihg theiif Intefesti,. attitudes and aptitudes as .they relate^ to ftiture 
career decisions. > 

19. Develop e^wiences which will avoid occupational stereotypes including 
glamorous bccupations and sexrole stareot>^ei* . = ; - 



COMMUNITY RBIATED 



20v - Conduct, career-oriented field "trips. ' 

21* Integrate life es^eriences of taacherSi students.^parents and resource 
people in the classioqm Instruction to provide new models of Vbehayior" 
and work roles. .1, 

22V .Involve parenti in students* career development. 

... ■■ . ■ ■ ■ f , - ^ - ■ . . . ■ - ■ ^ ■ V ; - 

23. Identify and utillj^f resources and/or services available from the community 
for enriching the career/awareness arid/or e^qilorat ion program. « 

STAFF DEVEL OPNffiNT ^'^^ . " . ^ „ _ . 

24. Become angpgad in experiencas which' will fam^ y^ourself with the im-^ 

. plications of your subject mattier to career education. ^ ^ 

2Sv Partticlpate in ckreer educatl^ . 

26. .Expand your world of work experiences to promote abroader experiential 
base foyJ teacherB in iB^lementing career education. , ^ > - > ^ 

■ r . . . • - ^ - ■ ■ ■ ' t - - ' - . ^ . ; = 

27. Increase your intarpersonal skills dn working with a broad spectnm of 
Iridivlduals both within the school and throughout the conununity. 

OCCUPATfoNAL INFORMATION AND ACTIVITIES ^' . , ^ 

28. Identify technical competencies and general skills needed for entry into 



29. iKelate what studerits learn in a particular ^bjec^^ "area to future education 
' and occupational alternatives, work and living. ' ^ 

30. Direct students in obtaining infbrmation^^6n-manpCTwc::r ^from-the -local-j s 
employment services. ^ ^ 

31. Provide library and research^kills tot- obtainiijg career, occupatio^ial , and 
* educatibnal information from su^h centralized sources as the D.O.T. and 

/ through specific. methods such as writing letters to employers, 

PHILOSOPHY \ ' 'W 



32. E^^lain to students et al the career .education program. 

33. Describe the total career education^program,, state the goals within your 
school district and identify your role within the total plan, ■ 

34. Fostet a cllihata of cooperation among the faculty to provide broader expe- 
riences for the students. 



rJ^Pr^ . - CAREER EDUCATION COMPETENCIES NEEDED BY JUNiCR HIG H SCHO OL TEACHERS --^ 

B^v^'l^^ ' : ■ • • . ' 

iPSi cURRICULUM RELATED ; . ; • ' 

Assist in writing general career education pragxam objectives; - *' - 



2. W7it€. specif ic career eudcation performance obiectives for curriculi:^ units* 



^ 3. Identify, evaluate and use appropriate commercial materials designed to help 
fi''^ ^, students perceive the career implications of the subject matter taught. 

P 4. Develop teacher -produced materials designed to help pupils perceive the 



career Impl ications of the sub j ect matter taught . 



S. ^Review, an4 evaluate career education curricula designed and developed by 
other school districts, , ~ , _ 

^6.' Evaluate students products and work according to occupational performance - 
standards. ~ . — 

7. Design and develop facility modifications to optimize career^ learning 
enviroiunents such as resource centers i exploratory labs* career centers in 
classrooms , etc . 

8. Integrate academic and occupational education relatlpnships into the curric- 
r-T- ulum through activity centers and/ or units of instruction, - ^ 

9. Infuse mto the curriculum experiences in analyzing the tasks ^nd require- 
;- mentsvQf occupations (occupational casters) of special interest to ithe 
: students* 



1 C]^£ 



10. Provide broad exploratory j concrete, action-oriented experiences related 



to: the world of work . 



■A 



^nil. Infuse into" the curriculum experiences exposing students: to the. organization 
W^^ll of the world of Work in job clusters, or families. ^ ; //"v; :V ' ' 



~ V7 )):fl ' " 



"^^'^^ Infuse experiences using role models (alraini, siblings, peers,, vocational 
St^i^jX ^ school students, adult workers) to assist in career exploration. J ^ / 




Spiifeilil^^^^^^^^ with guidance and <^ounseling staff to implement and improve, the career- 
IS and/or exploration program. 




: ^ career exploratory courses/programs representing .all- clus—' 

^-j^. tfi-r*^ for all students in the school. ^ " " 

jy ? - OCCUPATIONAL INFQR^^ AND ACTIVITIES 

r^^J'-^iei^;. : M technical competencies and general skills needed for entry into ^ 

>"^'^^'^r^ and describe occupational per fomance standards* . 



17^- Collect occupational data from en^loyersvt^ 

18 Identify employment requirements, procedures," and opportunities. 

19. Provide library and research skills. for" obtaining career, occupational and 
/ educational information from such centralized sources as the D.O.T. and 
through specific methods such as vnriting letters to employers, 

G^ER DEVELOP^ffiNT - MATURITY 

r20. Help students develop job-seeking, job-getting and job-keeping skills. 

21. Help students acquire decision-making and problem-solving 'skills, 

22. Help students develop positive attitudes toward themselves, others, work 
md those who work to build personally meaningful /sets of work Values. 

23. Relate' what students learn to future education, occupational alternatives, 
%rork and living r ' ^ 

24. ' Provide students with expariences illustrating/the interdependence of occu- 

pations and how all work contributes to the effecj^ive; functioning and well- 
' Iseing of society. , , ' 

25. Direct students in analyzing how social interactions differ among varlous^^^ 
careers. . - ^ - ' " 

26 * Direct students in identifying occupations (occupational, clusters) that / 
are compatible^ with their own interests and abilities. : n 

27 . Identify and ^use relevant tests such as the Strong^^Vpcational Interest 

Battery, Kudar, and Holland Self-directed Search. as well as relavantca^ 
- . ■ guidance terminology. ^ ; ' ' : ■. 

Develop experiences which will avoid occupational' stereotypes including 
: " 'glamorous.occupations and sex-role steyeotypes* 

CQNMJNITY RELATED ^ ^ . 

29.' Identify, interact with, and expeditiously use community and hianan resources 

and services available t^ en^ch ^the career awareness and/or exploration 
^/ pro gram. : ^ J_^__ — — r— " ^ _ , 

3D, Establish and maintain working relationships with local business iindustriar 
' and labor personnel in/ developing and improving, career awareness and/or^^^ r^^ 
' exploration programs, . - . . ' ' . • 

^^31^ Provide fi^ld-based Opportunities for stude^^ to acquire experiences in 

:^ business and industry to expand their career awareness and exploration ' 
^■-■■v ^"activities. ■ ■ - --av,=v-^= 

;^2. Brihg^carear representatives into the school on a systematic basis to enrich ^ 
.the career awareness and exploration programs, ^ ^ ./-^' - 

33. Utilize role models (alumni; siblings, peers, vocational school students, . 
adult workers) to assist in exploration. ~ \ 



y-^^ ; 34', . Help parents understand and encourage the career' dwelopment process it 

h-k ^ ' = — --^^ — _i_^-.j__„ ^ i„i — i ^ J 4.Z — 



'^^Tf ^ - ' ralatei to their children, by flictively involving them in career education 



1'- 



^planning, activities and events,; 

35;= - Publicize and promote career education activities within the school and^ 
* conmiunity. ■ , ^ ■ ' 

STAFF DEVELOPMENT ^ , ' - . ^ ^ . . ^ j 



;^^v>r 36, Participate in career education in-service trainingj^^ 

Become engaged in experiences which will familiarize you' with the irapHea- 
Jr'-^^f.sf, . tions 'of your subject matter to career education. » ' * ^ * 

38, Expand your personal world of worH fxpericnces^rto^^.promote a^b;road'er exper- 
iential base f or ^.teachers in inrplemfenting cdreer^'edUcatipn. 

^ . 39- Increase your interpersonal skills in working with a -^^^^ ipectrum of indi- 
viduals both within the school/and throughout the commimity* 

PHILOSOPHY . . - . - . , . . * , " 

^ ^ ^ ^ ' . / ^ 

40, Explain '-the career education program to the students ^et al;* 

V" 41* * " Describe the total carear education programj atate the goals of your school 
' j* ' / district and identify your role in this ^^rogran, ^ | , 

;ki T. 42i ; Foster a climate of coqperiition,Bmpng disciplines to provide broader ex 
ences for -students . ^ * ' ' ^ ' 



' , CAREER EDUCATION COOTETENCIES HEEDED BY SECOMDARY TEACHERS .. ^ 

V CURRICULUM DSVELDPMENT • ' ■ . --f . , 

I. - Aislst In writing general career education progrm^ objectives. 

" 2. Write specific career, education performance objectives for curriculmn units. 

3. Identify, evaluate and use appropriate connerclal materials designed to help 
pupils perceive "the career Implications of the subject matter taught. 

4. Review and evaluate" career educaClon curricula designed and developed by 
other school districts. 

5. Develop teacher-produced materials designed to help pupils percelye the career 
implications. of the subject matter taught. 

.' \ 

6. Integrate into the curriculum skills and expediences to provide students with 
specific competencies at ^ level that will enable them to gain entry into the 
ocaupatlonal enviroiufent, / ; , 

7.. Evaluate students' products and work according to dtbtipatlonal performance 
Standards. . ■ . ^, ... 

8. Design and develop facility modifications to optimize career learning environ- 
meats . . ^ " .. ■■ ■ ■ - - ■ 

9. Infuse into the curriculum experiences In analyzing the tasks and requirements 
of occupations of special Interest to the ■ fftudents . 

10. Integrate academic and vocational ..skill relationships into -the. curriculum 

through special projects and/or units of instruction (eg. school newspapers, 
student run school stores) • 

II. work with guidance and^ounseling staff to implement and Improve the career 
awareness artd/or exploration program. ' ' ,- 

12 Provldte for- career preparation experiences sufficient to enable , the indlvi- 
. dual to acquire skills necessary to succeed at his/her chosen occupation,. . 
within his/her capabilities. • 

notmmagY related ^ 

■ 13.; -Identify and utilize" resourcis and/or services available from the community - 
/ for enriching the career preparation program'. ' ■_ , 

■U 'Establish and mkintain working relationships with local business, Industry and 
/. - labor personnel. In deveioplng the career preparation program. 

15. Conduct caraer-orientad' field trlps^, \^ ^ ' . 

^16. Provide experiences forMtudents to work in business and Industry to gain 
' first-hand knowledge of the world of work (eg. cooperative education, In- - 



PiS'$^^'> ^ ternships) • 



S^i!;- ,'17. Meriltor- student fieW-baied activities-through on-slteU/isitatlons^^^^^ 

i::=l7;; 18.^^:^^ voGational students, adult 

:^ ■ — wQrkera) to aisist in exploration i^--* - - 

19 . Help parents undetatarid and encourage the career development proeess as it 
^r.; ' relates to their children by actively involving them in carew Education 

planning^ aetivitle events. ^ 

20« Publicize and promote career education activities within the school and 
■rv comunity, ^ ' : ^ 

OCCUPATIONAL INFORMATION ^ AGTIVITIEg ^ ^ : 

21, Identify technical comp^tanoias and general sHills for entry into occupations 
- and describe occupatipnal performance standards. 

22, Gather and dtssaminata information eoncernlng work permit procedures jc^ 
labor laws, provisiona of the Industrial Welfare Commission Orders and the 

. Fair Labor Standards Act and other statutes and regulations governing employ- 
* - ment of students, / ■ ■ 

/ 23, Utilize and disseminate knowledge of . current issues in the world of work,^ 
education jrehabilitationj and coraoiunity service tq enrich the students' 
career preparation activities* - 

24, Present infonnation to students on: occupational opportunities. ^ 

25, Coordinate student placement services for work or advanced education as the 
siudent leavea the formal- school environment. ; . 

teAREER DEVELOmENT - I'lATURITY ' ^ - '^^ 

^. / ; . . . . — ' . . ^ / 

26, Identify and utilize relevant test such as the Strong Vocational Interes.t 
Battery^ Kuder , arid Holland Self*directed Search as well; as relevant career 

■i5v . guidance terminology * - . : . 

27, Counsel students concerning career goals i educational requtr^entS; for ^raploy 
- ment in these areas, availability of jobev work conditions j etc, 

■0/28 students for job interviewSjproviie group guidance sessions for Job 

hunting and, Job keeping skills. - : 

^^^^ -'O \29* Help students develop positive attitudes toward themselves i others , workj . 
^ '■. and those who work. . ^ , ^ 

30. Reinforce steps ih; decision-making and planriing, and. the^ importance of stup 
W^^,-.' dents ieing responsible for their own decisions,: / 



Sivr Help Students determine career options appropriate to their levels of careert; 

' •/ , " . 

32. Provide for the easy transition of students from one .type^^of school envirbn-, 
^ .ment to another, and fr.om school to furtK«, education or mployraent. 
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33/ Ptovide experiences to help students increase their depth of 
~ ^ ^ understanding of personal capabilities, interests and possible 
limitations. , 

34. ^Provide opportunities for the individual to experience work first- 
s-hand in a non-threatening environment* ' . 

' STAFF DEVELOPMENT ' ^ 

35. ^ Increase your interpersonal skills in working with a broad 




"37. Expand your personal world of work ej^erlences to promote? a'.broa4e?< 
experiential base in implementing career education, " ■ 

38. Become engaged in experiences which will 'familiarise yourself 
with the implications of your subject matter to ttftteer education. ; • 

PHI LOSOPHY . . * . 

39. Explain the career education program to students at al. 

40. Describe the total career education prtgrM^ state the goals of 
your school district and identify your role in this program. 

41. Foster a climate of cooperation among disciplines to provide 
broader career education experiences for the students, ^ ^ 

OCCUPATIONAL INFQimATIQN AND ACTIVITIES 

42. Develop experiences that will avoid occupational stereotypes and 
expose students to at>^ical and non-glamour occupations. 



p..:/: v CARBSR EDUCATION CO^ffBTBNCIBS NEEDED BY COUNSELORS / ■ 

'-" ■ CURRICULUM DBVELOPMBNT ■ ^ ' 
iff: 1/ Assist in writing careet' education progrM objectives. 

1? !^ 2, Write specific career education performancf object^^ for curriculim 
-'■ units. v.. '\ . ,^ :■ * 

3. Identify j avaluate and use appropriate commercial matarlals deilgned to 
' haip students percelv© the career implications p£ the -isubj act matter 
r ■ ■ ■- ■ taught . / • ■ • ' ' , 

^ ,4. Davelop taacher-produced materials design^to help pupils percaiva tha 
career implications of tha subj act matt a^^ught, , 

5. Raviaw and evaluate career education curricula design^ and developed by . 
other schopl districts. 

: 6. /ProvideHtadership in career testing. : ; \ 

^ " 7. Identify the occupational composition of the cotounity and plan a:nd 
' > i^lament a program of school-^commmity r ^% ; 

8. Integrate academic/ and vocational skill relationships into the curriculum 
thi^ough activity centers, uniti of instruction and/or programs of 

; career guidance. 

9, Infuse affective careet education co|icepts, into" the curriqulum. . 

I 10. Develop aiid design facility modifications to optimize career learning 
^ ' environments sueh as career resource centers. ^ 

^> 11. _ Maintain a library of up^^o^ate occupational inforaiation and placement 
i^'"^ opportunities (both educational and occi:^ational>. ^ 

- ^ / : CAREER DEVELOPMENT - MATURITY . ' - . ; . ^ . 

: - 12. Identify and^ use appropriate measu:?dng devices fo^^studen 
10 :' ': ass«sing their interests ^ attitudols, and aptitudes as thay relate to 
^ future career decisions. ' \ ' ^ ' 

-ISv Help pupils develop^, clarify and assimilate personally^ meaningful sets 

;\^,{=;,,.-.';..;._.,'o£-work^' value =■ ■ - : ^ ^ . . . . -^'^ =■ 

'^^i^i4{' Provide experiences to broaden the students' range of career and^ self- 

..^ awareness. - " ' ^ ■ , ^ ■ . : ■ : r ' ^ ■ ^ " ■■ . - - ■ 

if^l;i^5^^'- Help students ±n the ^otal career development process, including the 

16. Help students acquire job-saaking, job-getting and keeping skills wi thin 
W;; ^ , a career guidance program. = ' - 



17. Counsel students concerning career goals, -education requirements for. 
^= employment in these areas.^ayMUb^^^ 



J'- 18. Develop experiences which will avoid occupational stereotypes and expose 
'^j^y students to~"at>^ical and non-glamourous occupationi.^ - 

V ; COI^MMITY RELATED i ' \ , 

V / 19, Identify, interact with and expeditiously use community and himan resources 
^ and services available to emrich the career education program 



20. Serve as a liaison^between the iqhodl^^^^^ : 
cosrnunity and parent organizations* ^ 

21. in^ilement career education concepts within the home and fsmily structure, 

22. Siblici^e and promote c^areer education program activities within community 
and school, ^ : 

23. Resa^ch and compile lists of resource people within the, co^umity and 
school to enrich the career education program.' . v 

24. Monitor student filed-based activities through on-^lte visitations. 

25. Write and adminiMer quest ionrialres and conduct interviews for bQth 
preparation and follow-up of field trips related to career education. 

QCCUP^IONAL INFob^ION MP ACTIVITIES : \ ' ; . 



26. Participate ^in the job placement process. , ; . 

St. Set up^Und maintain an active file of student applications ;and/or ^^^^. 

exploratory job stations. ^ ^ _ ^ ; 

28. Conduct data-gathering assessmfents CsurveySi etc) for such information 
as manpower Vda,ta^ placement opportunities^ student success, student , 
satisfaction^ etc, ^ 

29, Help the Classroom taachars implement career education in the classroom. 

30 Provide teachers with instruction in the use of media and materials 

designed^to be used in career education Including self-directed exploratpry prpgr^ 

31. Gather and disseminata information concerning career education programs,, 
events, new materials, workshops, etc. to other school staff. . 

32. Demonstrate guidance techniques such as constructing and- using rating 

scales, using role playing, constructing job ladders and lattices, / ; 

interviewing techniques, _ \ . 

'33. Research arid disseminate information concerning current issues in the 
world of work, education, rehabilitation and coiranunity service. 



S^l: ''-34. -.'Identify technical competencies and' basic skills needed for entry into 
,r- ' Qccupations and describe tfccupatlonal standards of , performance. 

-35 / 'Acquaint students 'with career education information areas located wlthm the • . 
fe-V;--" school and assist- them in locating and using occupational education 
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i36. Develop a c*araer education resource center including occi^ational and 
- education materials, reSourGe persons, flianpower data^ aiiessment in- 
strtunents, etc* 

STAFF bEVBLOPKffiNT « ' V ' 

37* Plan and conduct career education in-iervioe, workshops* 

38* Increase your Interperional .skills in working with a broad spectrum of 
individuals both within the sehool and throughout the community, , = 

39. Expand your personal world of work 'experience to promote a broader 
experiential base for teachers in implementing career "education, 

40. Participate ir career education in-iervice training, 
PHILQSOPHY , V , ■ 

41* Expiain the career education program to students ©t al, ^ 

42* Describe the total career education program, stating the goals within 
your school district. Identifying your rol^ and stating goals of the 
state department of education* 



IM 



GABBER EPnCATIOH COtgilSHClBS NEEDED BY COOHBINATORS 
CURRICULUM DEVELOtMENT • ■ ■ - V 



1. Geotdlnata the d^elopment of genaral e^rear aducation pfogrm objectlvas* 
-2« Write speeifie earaer education performanca objeatives for eurrlculua 

units . .. ' ■ ' . " ■ ■•• ^ < ' 



V 3 * Idantify^ evaluate and provide appropriate commercial matarlala for use ■ ' . 

by the teacher I designed to help students perceive the career implica-^^: ; 
' t ions of the subject matter taught. ^ ^ v 

^.Coordinate the development of teacfier-producM materials designed to 
. help pupils perceive the career implications of the subject matter y / 
_ paught.^- ^ . ' .\. ■■' ;.'...rV.-'-^' 

5* Review and evaluate career education curricula desired and develops^ 
by other schopl districte* \ ' " ' v , .> ; . . 

6* I4entifyj^ evaluata and me career aducation evaluation instriments for 
' coursait progrm and inetruetional materials *: v : 

; Cdl^flmiTY RELATED ■ \: ; ^ 

7. Identifyj^ interact with and eKpeditioualy use coasaunity and human resources 
available to enrich the career education program* ' 

8* Bitabliah and maintain working relatiohships with local, business , v 
.industry and labor as' well as conrounity personnel in developing and 
improying the career education program* 

9. Callion previous or potential work environments to promote jobs, job 
- stations, potential internshlpSj or cooperative work environments, 

10. Monitbr the progress of field-based students through on*-site visitations. 

H, Serve as a rasourca to students ^ teachers , and counselors for career** 

related matters and materials . . ^ ^ . - ^ 

12. Involve volunteer halpers in the career aducatlon process* \ 

13* Help parants understand and encourage.. the career ievelopmant process as 
it relates to thair children by involving tham. In career education 
. plans, act^^vities and events. / . . - . . 

14. Publicize and promote career education activities within the school and 

■ community. . ^. ■ • . .- ? .;. 

15. Develop and maintain a rasource file of personnel In the coraiunlty • ^ 
interested in 'participating in 'the career education program. Provide " . 
a list of tha most appropriate Individuals, for aach teacher to meet hifg/ - 
her objectlvas. ' ' ' ' • \ 



.is* Coordinate' all eontaets and follow^upa of community personnel 

: OCCUPATIONAL XNFOHMATIQN Am ACTIVITIES . v ^ 

17* . tlace Students in- paid or unpaid work experiences, take job orders, 
process applications etc* _ ■ 

18* Set. up and maintain an active file of students ' applications and/or 
exploratory job stations*. ' - ^ 

.... V . . i • — . / . ■ 

19* Conduct data-gathering assessments (surveys , etc.) for such information 
as manpower data, placraent opportunities, student success , ^student 
satisfaction, etc. 

20, Help school staff Infuse career education into the school program and 
direct school^wide career education activities* 

21* Provide teachers with instruction in the use of media and materials 

designed to be used in career education, including self-directed explora 
tory progr^s* ^ ^ , 

22* Gather and. disseminate information concerning career education programs | 
.events, new jnaterials, workshops /etc* to other school staffs 

23. Coordinate and make available the instructional services of the school- 
syst^ to all personnel. , . . . 

24* Research and disseminate information concerning current Issues of the 
.world of work, education, rehabilitation and comnunity services * 

25* Gather and disseminate information concerning work permit procedures , 
child labor laws , , provisions of the Industrial Welfare Gommissiort 
Orders, and the Fair Labor Standards Act and other statutes and regula-\ 
tions governing employment of itudents* ^ - / ; . ' ■ 

26* Demonstrate career guidance techniques such as constructing and using i 
rating scales, using role playing, constructing job ladders and lattices 

/^interviewing: techniques » ^ 

" - . ' ' ' ■ ' - -r. 

.27* Identify the technical competencies and basic skills needjid for entry 
V. Into occupations and^describe occupational standarcis of performance, 

.28, Acquaint students with career education information areas located within 
5 , the school and , assist them in. locating and using occupational education 
material ^and information. , / - 

<.29*, Develop a career education information service to gather, disseminate, 
. -and evaliiate occupational- information. .\ 

- CAREER DEVELOFMEHT - MATURITY i . ' 

30* Identify and use appropriate measuring devices for students to use In v 

.^^^^^^^^^^^^ and apitudes as they^.relate to v 

" - future career decisions* . ^ 



5^^;^i>:^^=v,:;:^-;,-\ - \ / -i,.. vj?. • - . ■ ^ - = ■ ' ". ' ■ 

g^j^S><:^3^^ and caoifdlnate 8pectal= programs of iMtructlon to provideL^arear 

caraer experiences : at the Rareness, exploration and prapara- 
-tlon "/levels , and career information* , ■ :' • " , ' ' -• 

develop, Qla:rlfy and aaaimilata personally maanl»g£ul ista 

K^'f/''""^-^'/-"" of work valuas*.^ " _ ' , ' 

|!ip®^;3^^^^^ aequira and reinforce decision making and plaMisg akiil 

W^!^;-' '^'^ Provide experieneea to broaden each a tudeht's rangt ■ of : career awareness. 



35 • Counsel students cdnGerning career 

employftant in these areaa ^ availability of Jobs, worfci conditions etc. 



36 , Develop and coordinate e^per iehcea which will avoid voceupational s tereo- 
ftW^^- types^ including glamorous occupations and aex-^^role stereotypeiVr . ^ 



STAFF mmijommn . " - \ . : , . ; ^ 



>/:;:.. ;r^^^^^^^^^ in career education^ in-service .trairilng,; 



38* Set up and conduct career education in-service prdfes^^ 

' workshops for the faculty in your school district , i^^ - (^^^^ -y-y^ 

3?, Increase your interpersonai skills in working with a' broad spectrin of 
^ individuals both, within the school and throughout the conraurfity,^^^V- > , . 

40* Expand your personal world of work experiences to promote a broader, 
experiential base for^teacljers in implfflnenting career educationv 

FHILOSpPHY . , • ' ■ ■ : ■ . ; • 

41* - Explain the career ^aducation program to students etal. .- ■■r;} 

42* Foster a cliiriate in which teachers look for ways to cooperate wit^ 
- disciplines in providing broader experiences for stydent8> 

43* Describe the total career education program^ stating the; goals ^within , 
\^ ' your school district, identifying your role and stating goals of the 
state department of education* - . J. . ^ 



■ -I, 



Mi-'. 
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' CAREER EDUCATION CQhgETENCIES NEEDED BY ADMINISTRATORS 



CURRICULUM DEVELOPMENT 

1 , Establlih the curr leulum prior itias within the school iystem at Atiie ^ 
awarantss^ exploration and prapamtlon l©val$ to. Jneet tKa overall 
philosophy and goals of the total career aducatlon program. 

2, Provide leadership for witing general career education program goals . 
'^nd objectives. ^ • 

3, Authorize teachers to produce materials designed to help pupils per- 
ceive' the career ^implication^ of the subject matter taught] supervise 

s , and evaluate the materials developed. / . 

4*\ Identify and evaluate appropriate eonmerclal materials designed to : 
help students perceive the career toplicatlona^of the subject matter 
tiught* Purchase and distribute materials to. appropriate personnel, r 

5. Review and evaluate career education curricula designed and developed 
by other, school .districts. 

6. Research and "develop a plan for "the implementation and evaluation of * 
a curriculimi that integrates career education into the school, r . 

^7.' Utilize career education accountability models for program evaluation _ 
of the total curriculum^ delivwy system and personnel ! - 

8. Design and develop facility modifications to optimi^ career learning 
environments. - - ~~ 

CAREER DEVELQPKffiNT - MATURITY , , 

9. Coordinate a career developments^rogram implementing career development 
theory from the awareness to preparation stages. _ \ 

10; Coordinate activities of guidance pei^sonnel, teachers and coord jlj^tgyg u 



according to the cai^eer education mod^l theories , 



11. Design and administer an assessment system for measuring student', growth in 
:^ career maturity r . ^ V' = ■, ; \ .. ■ ^. v.\--:--r _ , V.a.^- 

12* Develop special activities to meet unique needs^of the students (e.g. 
Interviewi values clarification»\ e^O 

/ PHILOSOPHY 

13. Be knowledgeable concerning state and district curriculum goals. for 
career; education. ^ 

14. Explain the career education program to students etal, 

15. Describe the total career education program, stating, goals to t(e achieved in 
the school district, and identifying your role within the progra^ 




ADMINISTRATORS - ^ ■ ; _ . ; 

U: Recomiand and establish school system policies for the career educatloh , 
progr^* ; ^ , 

17. Identic roles of ail school personnel ^ prepare job descriptions and emplojr, 
personnel as appropriate, to increment the career education program, 

'■ : ' " : ^ • , ..." . . ■ _ ■ ■ . ' ' 

STAFF DEVELOPMNT \ - ' ^ 

^ ■ ,. ^ > • „ , \ ■ ■; . ^ .J . ' . " ,^ ■ -• 

18. Offer in-service progrMs designed to provide staff with career education 
concepts, procedures and ma;terlals. 

19/ Increase your interpersonal skills in working with a broad spectrin of : 
' individuals both within the school and throughout*the conmiunity, ' ' 

20, Es^and your personal world of Work experiences to^promote a broader 
experiential base for teachers in impleme , 

CONWUNITY RELATED = V . Z^ ;^ - - ' 

21, interact with and expeditipUsly use coraiuni^y and human resources available 
; for career education, ^ ' . \ . ^ ^ * 

22, Monitor students in field-based activities through on-site visitations, , , ; 
. phone calls M mailings. ^ \ / - 

23, Establish a cooperative working relationship between the classroom ^acher, -^ 
the guidance counselor and occupational teachers, 

24, Provide a liaison betweeh:student , teache ' 

'25.^ Involve the widest possible conmunity participatioji in career education 
policy decision making and career education^activities. 

26, Obtain public commitment and cooperation of .the Board of Education, teacher 
organisations, and commwlty organizations^ for the career education program, 

27, ' Bring together ^and coordinate the personnel, resources, facilities and 

activities of the subsystems that exist within th^ district, 

28, Publicize and promote career education activities and programs within the 
community, , 

OCCUPATIONAL INFORMATION AND ACTIVITIES ;v .w. . ■ . . . ^ 

„29l,.^ Set up and maintain^ an active file of student applications and/or exploratory 
. Job stations, ^ ^\ ; . . : / ' 

30. Plan and direct implamentatlon of Job promotion and , supervision techniques 
; for career education school personnel , J V 

31. Identify and define the .school » 3 role in student placement , and coordinate ' 
■ placement service* ■ r ^. . l 

32. Establish career ^education parsorm^nce standards, ■ .■ 
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ADMINISTRATORS 



33. Collect occupational data from employers to identify conmunity needs, . = 

34 i Organise, astablish and evaluate career education instructional resource 
centers at various Instructional levels* 

3S* Research and disseminate informatioh concerning current :issues in the world 
of work, educatio|i, rehabilitation and community services to staff. 

36. Gather and disseminate infoCTiatlon concerning career programs, new materials, 
workshops j etc, to school staff* ^ 

37, Coordinate and make available instructional services of the .school system 
to all personnel, . ^ 
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was ta identify those;fCbi^atencies/ needed; for oc^^ 




^^iWH!?)B4ucation " personnel • at • various" ' levels :-^:';^^/->;;\a^ ^^'^?Sr^M:0^^:yi 

Lshing this task , the proj act investigators determined&tliat -a 



ERIC 
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^sV' ' ' ! within the past ten years in identifying competencies needed iy occupationar. 
^^'^'^'^ ' ' ^^'^Biid career education personnel. Such landmark studies as the Moael Curricula . 



* 



for Vocational -Technical Education developed by the Center. for Vocationai ^ 
Education, the Ohio Sta:ts diversity, ^ are cited as examples of this effort. 
Rather than initiate an entirely, new effort ignoring thes^e prior efforts, it 
was determined that the more viable approach .would be to search, utilize, andj 
■ build ^ upon the research efforts already conducted i^ the field. Using this- 
prior data base lands initial content and concurrent validity to ^ the compa- 
teiicias prepared for the Coiranonwaalth of Massachusetts. 



thase studies are included in the, appandixes to this report. u T^ 

be used, : therefore, as a single compilation of ; the current published studies 



i .'■s o. 



The first stage of this project was to conduct a litera^re search of trends 
and research prpjects related to professional training and deyelopment^^ 
vocational education personnel across the toited^States ,^ and to review 
other national studies related to co^etency-based teachaf ; education. Those 
Studies identified and used' in this effort are -included in the bibliography 
of this research, and the specific cbmpatencies identified from each of- 



>; * m this area.. 

. . ■ _ . ' . V- ' ^ 

toce these lists were identified, proc^ures were established whereby each 
. list was first categorized into appropriate levels. The vocational - . . . ' /-l 
education lists were divided -into those designed for the initiai preparation : : 
-'of . teachers; those for the professional development of middle-management. S 'Vr^J^" 
personhelj and thoga developed for leadership and administration of vocational ;; v;4i^ 
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.^^'.->^^^ucation- The career^ educatipn con^etency lists were divided into. 
^iT^'^'^/those^ eompetencie needed to implement career education by elsnentary ^ 



"teachers; counselors; coordinators; and directors'- - ' • * ^ - = - ^ -^^^^ -s-yf.Us- 



'-school -teachers I middle school teachers; senior high school acadwic ^ 
\ s 'teachers: counselors: coordinators: and directors'- • * ^ - = 



Within, each -list all competencies wwe tljen reviewM. Md placed in. < >'lS|ai^^ 

apprn»riate functional- groupings commoni to^'all lists at^^hat: -ljeveli\ The ~- '^.W^^^M 
, ' ^ , ; ' '' ^ '-^V'^K^^"'?''^^^^^^^^ " ^ ;'^^^1^^^C' 
||ff^f \ assignment of each competency into its functional^ groupings i^^ - - 




'^'^ ' and one synthesized list was developed for each level:, A detailed descriptioil - 
' ot the procedures used to "develop these lists may be found 
this study, ' ' ^ , 



nd in.Chipter 3 '.of 



The next step in this project, to be undertaken- as the first half. of 
Phase II of this effort, will be the validation of these lists. Content 
and eoncurrent validation will be assessed applying consensus models and' h 
appropriate statistical, procedures. The results of these validations will 
he published as the Phase II Report. The user of this document is cautioned, 
.^herefore^ that while these lists have avlevel of content validity in that 
they were developad from pi^ior studies i the final validation of Athene ; 
particular lists is yet to be conducted during the next sis months, , 

■ ■ . . • = - ■ . ■ . ■ ■ = ■ = : ■ : . .... ■^ " . ^ . ' . ^ . ! ■ ■ : . Q 

The next sections of^this chapter identify the progranmatic recoiranendations 
and firfdingi from this r eportT "as" wel^SS the recommendations for further 
study* ' , ■ ' . V - ' 



fi 
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Th© following findings and recommendations ar© bas^ upon th© review of the . ' j S /Jf, 
literature, procedures used in this study, and observations of the researchers. 
As such, they are not statistically validated at this jtime* It is believed',; ^ ""^1% 
however, that the overall findings and recommendations 'are' sound, based / - 'r^Ty/; 
upon an extensive review of the literature. It is anticipated, furthermore, - 
that the validation being conducted at this time will sutistantially support ■ 
the first phase of this study. 



1. Competency-based* vocational teacher education has enjoyed 

widespread acceptance, growth j and implementation throughout the 

United^ States during the past five years* This acceptance and 

\ 

inplementation lends support for the field testing of such models 
within the Commonwealth of Massachusetts. / 
2-' There is confusion between the concepts of qpmpetency-based^ teacher 
education, field-based teficher education, individualized^' instruction^ J 
and salf-paced instruction. While many models incorporate all y 
these programmatic components, these^ concepts are not co-requisite 
in the Implementation of competency-based teacher education. . 
Institutions inclement ing models in the future should carefully 
consider~competency-based ■programs that include some or ant'aspects 
of these other concepts. Models should be developed using various 
modes of instruction to test the viability, of conqjetency-bas^ - 
teacher education within several delivery systems * . / : 



Jim 
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3. It is recommendedvthat'the Comdnwealth of M 

V- three exemplary competancy-^ased teacher education grograms for - ■ 
vocational educators; one for the initial prsparatioii of vocational 
educators ^>=one for the preparation of middl e managers i : and one f or • ■ 
^ the preparation of administrators for vocational education. ' ^ ' 
4.. It is recommended that the Commonwealth of Massachusetts establiih 

competency standards for approving (certifying) teactiers as career , r'^r^t 
' ^education coordinators. This would be a "second level*' certification -i^'Z-^^l 
for a person who is already certified ^s a teacher in a particular 
subject area. - . 

S. It Is recommended thaf once the certification is established for 
' ca^er education , competency-based programs for certifying 
taachars as career education coordiMjtorp be established as 
exemplary' models . 

.6. Current teacher education programs at all .levels for vocational: - 

and/or career fducation should be reviewed vis a vis the competency 

■■ ^ • , - ^ ■ ■ - . " • . %. • » ■ . ^. .. . - . • . - • 

' lists- derived in this study. Recommendations for modification of 
existing programs should be considered^ based upon these identified 
competencies . ' ^ r ^ .,• " 

7/ It is raconmiended that the competency lists in this study be used 
as a basis for the review of current certification (approval) 
standards for vocational and career education. It is recommended 
.further that procedures for validating competency (coursework, ;^ 
examinations , etc.) be reviewed to insure that they are based uppn 
competencies needed by these personnel, ; . . ^ 
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,8., It ^ is ' recommended that personnel development workshops,'be ' 
, " 'established to address functional groupings of .competenciei / In 
/ this manner, continuing prof essional developnent and- in-service 
education may be conducted to accomplish specific .short-term 
objectives. .J*" ' — 

9, It is recommended that the EPDA, Section 555 programs^© developed 
from competency-based needs for prof essional development^ using the 
references cited in this study* 



Recommendations for Further Study | 

The previous section of this chapter describes the. reconmfendat ions for program 
development, based upon this report. These recommendations were formulated 

from the review of the literature, conduct of the study; and meetings with ; 

\ 
\ 

professional personnel in occupational education throughout the Commonwealth 

\ 

of Massachusetts. ^ ' ^ 

The following reconmiendatlons are for further study and research in the area 
of professional development*; 

1, It is recommended that the^nine competency lists developed in 
- Phase I of this project be validated, using the procedures as 

described in Chapter 3 of -this study. * ^ 

2. It is recomnended that a needs assessment. be conducted )fpr all - 
crccupational , vocational, and career education personnel within 

the Commonwealth of Massachusetts to determine short and long-term 
(five years) personnel needs. This prof esiional development survey 
^ ^ may then serve as: the basis for the design and- implementation of ; 

appropriate programs. ' . ' , 
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It is recommended that a "state-of-the-art" "study be QDnducted 



f ^ ^^^^ 



among all comparable Divisions of Occupational^ Education, throughout 



the United States to ascertain current -piractices^^and procedure! f or / '^.^^^yf^^l 



professional development, - Such issues,' as relat3.onships with , ^ ^ ^ r,:. ;4?t?| 
teacher education institutions, certif icat^on^TequireB^ents , , r ^^^1 
certification procedures, certification ©xaminatipnsiHiB^DA'activtties,-^;^^^^^^^ 
etc., should be assessed. This analysis may serve^^as;.Ja,,basis for.: ^ %.r'AS^^^ 
reviewing the current activities of the -Ctaaoonwealthi:0£„Maisachusetts^v, > .^^^^^^^^^ 
in rela • - ^ _ ........ . . ... 



tionship to general activities of-a: similar-naturC being-. ' 



conducted throughout the nation * 



Models for competency-based irocational teacher preparation ;and r n"-^ -'^.^3'? 



professional development should be designed and^ implemented at. * r : <ir7f*^i: 

exemplary sites. ^ ' 

^ ' c . ii 

.^'^^^-^ 

Models for urban and rural teacher preparation should be implemented, -^js. 
.Such models should be avaluated for effectiveness and efficiency 
to determine the most appropriate delivery system for Massachusetts 
Currant certification Capproval)"^process'es> procedures, and 
examinations should be reviewed in light of this study and the 
Other Studies to. be conducted in Phase II of this project V The a 
capability of the Office of Professional Development to deliver 
these serviqes under its current personnel work loads should be 
assessed as well 



The viability of worlcing with selected teacher education ^ ^ ^t"^^" 



institutions to serve as Centers for Vocational Education .to , 
manage and monitor the 'approval process « imder the 'dlrectipa of 
the Office of Professional Development, should > be explored. 



8. A RToup of local administrators,* State DepMtment , personnel , and 

teacher educators should collaborate on a continuing and on-going .-^^ - 



basis to ensure the quality o£ coinimmicatloit and progr^ development ^^^,4 
r for the certification C^pproval)^ processi.%-v : " I i __w'/\4rf* 

A number of the recommendations listed'alJeve irt'll^tfe^'cbhdlJCted/thTOUgh the' , r'HV 
initial part of ; Pha 
address the followin 

1. Validation of the eompet , _ , . 

2. Administration and analysis of a personnel needs surv6y",tO,,.be '\s\'0^, 
delivered ttaoughout the Commonwealth, of Massachusetts.;, . MCVi^^g 

3. Administration and analysis of a status survey, regarding [fCtJivitier,^^^ 
policies, practices, and procedures of Offices of PTpfeMlOnal. , '\m$m 
Development^ for Occupational Edueation throughout XthejW^ Sta1:e»y^^, 




'; .\.-iL..-^^:rv.s :r'!y.iri: X:y::;K^ '\i'^i^^ ^^.y^^^^^^^X^^^ 
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APPENDIX A 



Competency Lists * Part 1: Model ^.ff^^'' < ; 
Curricula for Vocational and Teclmicai 
Teacher Education: Performance Elements^, -J' " 
and Examples of Module^Titles^and .P@3^ormanea * 
Objectives '^B^Xkn^v^? ' 



^vt'vCalvin J. Cotrell et al. Model Curricula for Vocational and Technical^Teacher' ^ 



^» Education, Colvmbus, Ohio: The Center for Vocational andi Technical Education^ 
1"^ . Ohio State University, 1971. 



\ 



-4 



it' 
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MASTER LIST OF CATEGORIES AKD PERFOroiANCE ELEMENTS 
X • Program Planning > Devalopmant , and Evaluation 

1.' Organisa a tfM»lng eomltt^a to asslst In the pre- 
planning aatlvlt las of a cofimunlty: sOiirey*' 

' . 2, Identify the gaographteal area in^lch a e©TO 
' - survey will be condue ted • -^-^ .r ■ 

3V Obtain administrative approval for eonduet^g^^^ a 

muni ty survey. ; - : 

4. Sollelt assistanGfi of the voeatianal education per- 
. ^ fonnal from, the state department and/br university 

•in eonducetng a community surveyi^^ ^ . • 

5* Adapt existing eoimunity survey fflaterials^^ t^ 
needs. . .. ■ . ^ . 

6* Consult the chamber ©i: oonraeroe to identify are'a V 
employers to be eontaeted In a eomunity survey. 

7. Consult the loesl dffloe of the U^S* E^lo^ent itryloe 
to obtain inforaation on manpower trends and needs.* . 

8. Persuade labor' representatives to partleipate in a 
ooiOTunity survey. v v , 

9. ' Involve the steering eonralttee in eonduotlni a com*' 

munlty survrBy. 

IQ* , Reerul t teaeher i an4 guidance personnel > to p#.f ttoir? 
pate in conducting a connminity survey. ' . 

11. Establish camunlcatlon With OTployer repreientative 
who will be Involved in a community su^ey* ; 

12 • Devise auplan of activities for the survey staff to 
folldw in conduqting a ccOTminlty survey, ' ... 



IS.*: Publicize the purposes and objacclves of r^ coiQiBunltyv 
' survey. - ' ^ - . ' ^ ' . ' ^ - 

14'. . Orient the survey staff to their duties and r@spoxi-r 
, slbilities in collecting occupational data* , ' ; 

15*' Dlreet students in the collection of data for i 
conanunity survey ♦ ' ^ 



16. Collect occupational data from^mployers to identify 
vocational education needs. . ^ ' ^. ? 

17 . Collect student occupational interest data to ident-^^ 
ify vocational education needs. ' - . • ' i ' * 

18* Reconnnend a; vocational education program based on 
the findings of a coimtunity survey* , « ,4,. . t .,t> 

19:- Disseminate the findings of a, community finding. 

20, Identify the rola and function of the advisory com- 
mittee^ ' j ^ , ^ 

EsCabllsh the criteria for selection of the advisory 
coE^ittee members. 

22 . \0b tain school board authorisation for organising the - 
idvlsory committee, ' ' 

23. ObWln administrative approval of the selected ad- ^ 
vlsory committee members. 

\ " ■ ^ 

24#^ Publicize to^the school and conanunity the eitabllsh-*' 
ment ©fXadvlsory corailttfa., Its members, and its - 

function^ • ■ ■ : ■ . ..• ■ . . 

25* Orient the Wvisory eoitoit tee members to their role 
. and functloiK ■* , 

: \ . 

26. Plan the annual agenda to be c6nsldered by the ad«» 
vlsory committee^ ^ . ^ n — 

■ ■ \ 

27. Conmiunlcate the date , ^place^ and agenda for the ad ^ 
^- vlsory eonmlttee me'etlngi to all persons concerned* 



28. 



Invite resource persons who can provide consultation 
service to^attand the advisory coimnlttee meetings. 



29. Serve ^the liaison forXadvlaory committee and 
^ the school adminiatrationVv ^ 
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Assist In tfce; identification. of the school's yoca- ^ 
tional adueation^ purposes and goals. \ . ..^ - 

I^tamlna .the occupations for lA^ich trainini Is to; , ' 
be, offered ''ia .the vocational education progrra. 

Consult the advisory coiwnittee In planningBWiiJ enaly»lr^ 
of an occupation* - ^ - . ^ - ' l'^* ' \ - 

Analyze occupations vlth tha assistance of employers . 
and labor representatives,^ . ^ ^ 

Identify the competencies needed f6r entry Into an v; 
occupation, , ""^ ^ 

Describe the occupational standards of performance 
for each task'^tn an occupation. . . , 

Assist in writing general objectives for tiie voca- 
tional education prbgram offerings. 

Develop vocational education offerings by clustering 
and sequencing related tasks. / 

Identiftr the knowledge and tattltudes /required for the 
performance of each task included in a vocational edu- 
cation offering. . ,,^,^<> >^ ^ 

Write student performance objectives for the voca- 
tional education offering. ^ ,^ . 

Consult the advisory conmittee In developing a-'long* 
range program plan for vocational education. 

Analyie long-range needs for the -offerings of the ^ - 
vocational education program* 

specify the long-rai^e facility,' equipment, and supply 
needs for the vocational education program! 

" ' ^ ' - r * ' 

Assist in the preparation of a long-range budget for 
the vocational education program^ 

Identify the long-range needs for employing' faculty 
for the vocational education progrm.- 

Assls t in preparing the ' long-range progrian plan for , 
vocational education. 

Analyse continual fdl low-up information on^the: place- 
ment, eraployTnentj and training status of each. graduate 
of the vocational education program. 
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47, Obtain follow-up data from employers of gra^^ates' of' 
the vocational education program* 

48. Determine the reasons students leave fehevoeatlpnal 
educatfojk pragr^. , ' ' ' . ' 



49, Review supervisory evaluation reports f or wass^sslilg 
the vocational education program, ^ - - 

50. Assess the relevancy of the vocational education^ ^ 



offerings 



51, Disseminate a smnmary of the ' vbeatlonal education ^ 
program evaluation to administrators » advisory com-vp 
Amittee members, and members of the board of education. 



1 *• 



Planning of Instruction 



52, Review general objectives for the vocational educa- " 
tion offerings, • ..." 

S3 #, Review student per fomanee ob jectlves d^eloped for:£! > 
the vocational education offerings. 

54s Sequence student performance objactlvrt- for an of fer- 
ing in/^the vocational education program. : 

55, . Determine student needs and InterestSj. ' - 

56* Involve the students in planning a unit/ 

57s Select student performance objectives" for a unit. - 

53, Write content outline for a. unit. 

59s Correlate hnlt: content with on-the- job and/or labo- 

ratory experiences, ^ - r ._^-=^.™4t, 

60, Determine for a unit group and individual learning 
experiences based on Individual differences of stu* 

^ " "dents * ■ . ' ' " • ■ ^ . ■ ' . \i - ' j ^ ^ ^ 

61, * Select methods of evaluating' student per formanee 

throughout ^ unit, 

. ----^ ■ 

62, Identify the student per formanea objectives^ for a 
lesson, " V ( ^ " 

63, Select teaching techniques for a lesson. 
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rllMtli - ' ' ^ 64* Plan the Introduction of a lessdn. 



ki^i/[^ 65* Plan the content of a lesson. 



1 



\ 



^.i5d=t; ' 66, Plan th% mmmavy of a lesson. . 

m: V 67, PI as student learning experiences for avlesson. 



68, Select methods of evaluating students' attainment of 
specific student performance objectives, 

Write a lesson plan. v 

70. Obtain textbook, reference^ and other Instructiqmtl 



^■i. 

Ih". mater ia,ls, . 

J^rr ' 7U Select tpols and/or equipment for a lessom. . ^isV '^i'S 

^1^'' 72. Assemble eoMimaMe suppltei forVlfiiitrtietlonal .puf- , ''VV': ?f-' 

' poses.) ■ , \V^51 / , vV' '>;cv^ 

in I 74, Involve students in th^reparatlon of instructional [^yl^^^^'^^:^^^).^^^^^^^ 

'V^^ I . materials.' -i^. ^ v ^ A.. 



73. Develop original inrtRictional Mterials such .as' ; ; - T .V"S*^^^^% 

individualized related asslgmant sheets » transpar- . r ' U\y ^ -^^'jX'^^U^ 
encles. and charts. . , ^ , , '.:p'^y<^^^i\y^J:M 



>^ / 75. Obtain programed instructional matetl^ls. : - - . V . 

f'.'/ ! 76. Prepare instructional matfrlals with a spirit dupli- ^ ^ \^ ./uV-Z'Kili 

' / "tor. ' ^ ^ v:^..^ 

I 77. Prepare instt^ctional nateridl# with a stencil ' ■ ^ /> 4C>h9 

Pkf'/-'* ' ' duplicat©r. - \r r,y S k:i:^ 

- , . . . ^ " ,;#'>^ 

I^^J,,^: 78. Prepare instructional- materials, (hard copy and trans- 

' parency) ^ ^'''^ ''^^Sf 

^«^. . 

II 1 , Execution of' Instruction 
i?"' 79. Conduct field trips. 



-'5 



80. .Direct students in gathering information frra sources 
in the cosEunlty. ' a ; ^ 

81. Conduct iyroposiums. v r . 

82. Conduct brainstOOTing. sessions. . , — 



83. Diract student presentations. 

y^};- ^ 84* Direct students In Instructing other B^^enta, 

^ ' 85. Direct simulation techniques. 

fiK ' 86. Conduct group supervised study. 

87. Direct student laboratory eiperlencei 

88. Direct students in applying problem-solving; tech* 
nlques. 

89. Present Information through case study problems, 

-.ry'.:..^-.- -: "^0 . Present Information by the project aethod. - 



91- Direct student study of textbooks y^bullentinSj and 



92* Direct student study of Infomation and assigivaent 
sheets. * . ' 

93* Direct students in preparing laboratory work or J ob^ 

plans, ■: ■ •■ : 

94. Guide student progress through th^^se of aperatlbn 
and/or Job sheets* . ; * ^ \ 

95* Lead group discussions-. ^ 

96, ..Conduct epanel discussions* , ^ - v 

9 7T " \Cdnduc€^^^f^ groups* ~~. 

98. ^ ^fflploy the -question boK technique* , - 

■ . - ■ ■ ■ ■ ^ ■ ^ ^ . ■ ■ ■( <^ 

99. Employ role -playing techniques*: - . 

^ ■ . . ■/.; . . = . - . ■ .. ■ - . ■ 

^00* Introduce a lesson. - 
101*' Obtain aiamnary for a lesson; 

102* • Imploy oral_quesi l.onlhg ■ techniques .„=^^___i=™^. . 



^V- '^ - 103. Acknowledge student verbal and non-verbal cip^s. ' 

*t'" ^ 104. Enrich instruction to challenge the abilities of the 

- more capable student. - " ' 



103 * Reinforce learning . 



m , y ' ^ 106. Provide remedial work for slow learners . 

•^h' ' ' - 107. Employ reward techniques. 

f' " ' 108.. Establish frames of referen^^£o enable the studehts 

fe^k ^ ; V Co understand a situation from several points of ylfjw* 

M^V:'^^:-y 109, Apply nonverbal teehniques * " 

' 110. Demonstrate a manipulative skill. 

k^^vv^ 111, Present ai concept or principle th^«3Ugh.^R dentonstra- 
l^^.j- \ tion, 

■ ' : : i ^ - ^112i Give a lecture* . . ^ , ^ 

^^ '1' , ^113. -Give" an illustrated talk- 



»1 ; . 7- 115. Present informatidn by use of individualized instructioo; 

^i:,*- ' ■ . ^ ^ - - ' ■ . ■ ' / . ■ . r ^ ^ ■ ■ , ■ - , ■ " ' . / ■ . 

116. Present information through team teaching. 

-j?^^. ' lil7* Give an assignment*- ' ^ ^ . 

' ^= ■ - - , ■ ■ f . - ■ -■ it.-. , 

fjv V J- . . 118. Present informatlorl with ±he assistance of a resource ^ 

^ ^- - M. = -^person. . -. . . ^ , ^ 

^^..^^i- 119^ Present'^inforaatlon with bullentln boatds* . 

I-.- ■- ■■ . ^. ■ . • ■ .a - -.^ ^ ■ ■■■ . ■ " ■ 

r 120.. Present information with exhibits. 

— = ■ ■ ^ - , ...... ^ .......... - ..... - . _ , 

^ ■ 121. Iliustrate with models and real eBjeces*- ^ ^ ^ l 





122. 


Present information with 

• - . ... . . ■ I . - . , : - . - . 


an overhead projector. 


V 

Si-'. ■ 


123. 


... • . ■ ■ ^ = . . ■ : ^ . • ■ . . J i . ^ ... . . . - ■ ^ • . ■ 

- " . • . . ■ .■ . ^ ■ - ^ t .... . 

Present Information wih an opaque projector. ^ ^ 


f24. 


Present information with 


films trips. 




125. 


Present information wltlT 


slidss. 






-sound .motion pictures^ 


fee 

¥^"-/% - ' 


127. 


Present Information with 


,s ing le concep t f 1 1ms . 




128. 


Present information with^ 


an audio recorder. 


Iti:--:-,;.' 


129. 


Present infOMat ion with 


a video recorder or closed 






circuit television., ' 













ISO* V Present Information witH a tele*lfecture, 

,131 # Present Informatten with a record player. 

132* Preiant Information with eduaationar talavlslon. 

133* Dlraet^ tea^hteg^machlne prpgrOTpatd instruction, 

134, Present Infomatlon, by .eomputer-aasiitad Instruetlon 

135* Dlreet writtan grogransned Instruction* 

136, Present information with the aid of^ a flahnal board t 

137* Present Information with. the aid of a flip ohart; 

138* Preient Information with the aid of a chalkboard * 

Evaluation i^of-InstruQ.tion ^ • 

139* .Establish oriteria for student performance* 

y ^ ^ ^ ^y- ^- ^ ■ - : . 

140. FoCTaulate a syatem of grWing cohs is tent, with school 
policy ' . ' . - ^ \ .'^ ^ 

141* Appraise students V products according to oceupatipnal 
' " performance standards. ' - / 

142. Appraise studehts' performance in relation to student 
performance eh jecttves. / 

143* Evaluate individualized asslgmants oompleted under 
dlreeted study. " " 

144. Devise self-evaluation techniques for use by;' students 

145. Arrange for students to evaluate their own progress I 

146. Determine studants' grades based on related instruct c 
tion and laboratory or on-*the-job aicperilinca* 

l47^*^^Engage^in^cooperktive "eva^^^ 
students . 

148, Interpret student's evaluation of instrttotioni 
14a* Formulate essay test items. 

150. Fomulate trua-false test items ^ * 



\ 151,, Formulate ceropletion test itema. ' * - ^ 

^^ . 152. Formulate mate^lng test iteBafti ^ 

^ V ^ 153,, FoiTOilats imltlple-eholct test^ 

|: : . 1S4# Devise laboratory performanee tes^a • / v\ 

^ 155* Devise laboratory per foraanca rating sheets . 

' 156* Formulate test Items for aii oral test* 

V " ^ . 157, Administer teacher-made tests, ^ 

158, Davis 8 ease stu'dy problems, \ > 

' 159* AnalyM test for validity, ^ 

160* ATialy^a tests for raltabtllty; ; 

, 161* Review s tudent' prpjress and/or aehleveM 
* ; ^ '.to assess , effedtlvenass of . Instruotlon* ' 

- ^ . 162, Involve students In fortiulatl^ the proeedures for' 

their participation In the avaluationjof Instructiq 

' . 163* Obtain Information from fellow taachers and supervl-' 
* sory personnel regarding the quality of ©na's in- 
. ^ . str^uetlon, ^ . ;/ y --; -y 

164, Saak opportunltlas. for seif*evaluatlon of in#truetion* 

fe' ^ V, Management ■ \ . ^ . . i. r ^ ' 

5r ; . ' 165, Compile a liftt of suppllM neaded for the acadeale 

vf:-^ ' ■ ^yaar, ' . \ - ^ ■. - ' ■-. :^ 

- 166, Idantlfy new tools and/or equipment needed for th^ 
%:iL^y:-./ aeademlo year* ^ ■ . ; 



167# Recoroand referenae books and parlodieais ra la tad to 
. .vocational education. that "should ba added to tha^ 
library, ,; : ' r . ^ ; ■ . ' '"- ■ 

168, Prepare a eapltal' outlay budget proposal; for new 
aqulpment* 

169, Plan.an operating budget proposal for cqriaim sup* 
plleSp sarvlcas, and Ins trudtlonal materials # 
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Apsrr^^^^^ ' ■ 1I0» Prepare a buaget for astimatliig traval ^Kpfinaes in- 
fe: - ""^^ ' curred in vocational aoclvltles» r 



171* Arrai^a for additional'^ vocational faeilitiei to ae- s 
. aooamodata aKpanded enrollmancs and taehnologiaal 
advancements. . - . ^ 

172* Frapar0 purehase requests for approved yoeatlorial 
equipnient and suppltes # ' - / . 

173. Deiigh a procedure for acquirfng. needed conaipaable ^ 
suppiias and rQatariais* / . : 

174. Aecept gifts or donations^ of suppliei and aqulpmnt 
for the vooatiqnal educatipn program in ae^^ ' 
with school policy. : , 

175* ,bavise a system for detertnlnlng and collecting stu*^ 
dent fees for eonsmnable auppli^i. I ^ / v 

176. Structure a filing 'ays teta for records and report - 

. ' \ forms, ' . . ' ' ' - ; - . " , 

177. Supply the data for vocational rapprts required by 
the state department of education* 

178,. Devise a filing ay stem for instructidn^l materlala* 

179, Devise a system for maintaining ocGupational^oppor- 
tunity information for use by vocational students* 

180, Record vocational student attendance according^to 
school policy, . _ _ - - 

181, Record vocational student's grades accorditig to schdol 
--^^^^ policy* . ' ^ , . ~~ ... . . 

182, Assemble' individual atudeht files documenting personal 
characteristics, attltudea^i and grades. 



'^183* Provide Approved safety apparel^and devices: for voca 
tional students assigned to hazardous equipment . 

184, Establish a procedure for attending to the first aid 
needs of a vocational student. 

185, ^ Maintain, a record of safety instruction presented in 

compliance with safety- laws and regulations, 

186, Uphold school standards of expected student behavior. 
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1S7* ' FoniuLate with students acceptable standards' of be- 
havlor In vocational classrooms and laboratories* 

188/ Uphold acceptable standards of student behavior i(i 
vocational elassroon^ and laboratories « 

189. Garry out approved disciplinary action -when warranted. 

190. , Encourage students to exercf^se self-'disclpllna. 

191. Control outbursts of fighting and aggressive bshaviar* 

192. Maintain an inventory of vocational tools « supplies^ 
and equipment. . ». • 

193. Establish a systm for repairing and servicing tools 
and equipment In the laboratory; 

194. Arrange for the storage and security of supplies and 
equipsentp. . . < . 

195. Implemant student check-out procedures for tools ^ 
supplies^ and equipment used in t^ laboratory. 

196. Direct students in a system for cleaning and main- 
Calnlng Che laboracpry* . ^ : ; 

197. Schedule laboratory equi^ent for ma^ilum utilizaclon 
by students. ■ ■ ^ ■ ^^^-.v'-- ^.z- 

198. Arrange layout of the vocational laboratory to slmu- 
Ifite the occupational envirment, - .^-^ 

199 i Arrange laboratory work irsag and^^ storage space Xfeo - 
facilitate student work'performance^ ^ 

200. Control heat, light, pnd yentilatlon in vocational 

laboratories and classrooms. . 

'201. Istabllsh a poll<^y for use of , the physical facilities 
and equipment by other "^schoots^rsonnel ai^ outside ; 
groups. . . ^^'^ — 

Guidance „ - 

202. .Determine Students - background and envlroment. 

203. Administer subject-matter diagnostic tests. 

204. Analyze student's cusnulatlve records* , ' ■> 



20S. HaintmlKi aneiidatal reeords, ' . 

206 • Determine relatlanahlps among students through the- 
soelagrm or taher soelometrle teohnlquei. 

207, Review students' autobiographies for Information to 
aid In understanding the stoudents. 

208t Ass#iibla informatlofi for case a tud|p reports « 

209. CGmunloats with prospeotlve: and edntinulng students 
during the susEner. , " 

210* Maintain an open door policy for student consultation* 

211 • Encourage students to dlseusd career aspirations, 

212* pemonstrate a regard for and an interett In students 
as individuals* " 

213* Develop constructive working relationships ^^mong 
'Students. " \ 

214 • Demonstrate peraonal concern for the student and his 
family* . , • 

215* Conduct home visits* 

216« RecognlEe potential problems of students* 

217* Conduct a conference with a student. ' 

218* Cohduet group conferences. _ . 

219* Confer with the student and his parents regarding his 
educational development, ^ 

220* Interpret ©eeupational teats and inventories ta stu- 
dents . \ 

22 Aisist stu^^fti in developing good study habits. 

222, Establish communication patterns for exchanging in- 
fomation and for cooperating with the guidance 

^ staff. ^ 

223, Supply guidance staff with performance data about 
students , ^ 

224* Refer students to guidance staff and other, specialists. 



225, Assist studMts with their problems by working coop- 
, trdtlvaly with outside agencies such as healthy and 
- walfara servi^ei* \ 



226* Work with other teachar to help students with lndl« 
vldual ooneerns. 



227. " Refer students to qualified resouree persons forLo€« 
aupatlonal and educational Inforaa^tlon. 



228* Arrange with professional staff for administration 
and Interpretation of personality^, aptitude, and 
Inteillgenee tests for specific students. 

229. Arrange for the local office of the U.S. Employment 
Service to administer and Interpret the General ■\ 

. Aptitude Test Battery/ " , ^ 

230. Present information to students' on occupational op^V 
'portunlties . ^ ^ . . = ^ ^. ■■ ,^'_,-. \^ 

231* Present Informatlpn to students on advanced training 
^ s and education at oppprcunltles available to thou * 

232. Assist students In deteoiining ways to best describe \ 
their salable skills. \ 

233* Write letters of rec^mendatlon^r^or students. 

234. Assist graduating students In preparing f r 
. views with" potential CTiplpyers. 

235. Assist students In securing arid completing applies- 
tlons for Jobs, scholarships s educational lo^na, or 

^ college admission t ^ > 

School* Cotosunltv Relations 

236* Assist in the development of policies regarding 
school^coranunity relations. ; = 

237 * Flan the sehool-eomiunity relations activities for the 
vbcatlonal education progrrai. 

238. ^ Procure clearance from the school administration to 

conduct school*connmnity ralations activities related 
to the vocational education program. 

239. / Express a phllosphy consistent with that of the voca- 

tional faculty , , ^ 



speak to aeliooL aad cemninlty groups abaut the vaea* 
tlonai aducatlbn program. \ ■ 

41 * Pf ovlda brpehures to Inform thm school andv COTmunlty 
about the ^^^eation program, 

242v Provide displays In tha. school and comunity about 
the vocational adulation progrm. 

243, Prapara ntw; ralaasas and manusarlpts on aotivlties v 
of the vocational aducation progrra nawspapers 
and othar paripdlcals. : v 

'244, Prasint aetivitias; of the vo,eatibnal, ieduoation pro* 
gram oh talavislon* ' \ 

245, Pres^at activities of the voaational adusation pro*- 
graiB on vmdt&T^^ . -y-^'^^^ .V "^■ 

246, Direct student preaentations describing act Ivltlas 
^ of the vocational edueation prograa, ^ , 

247* Conduct an open house ,to famillArise prabers of the^^^^ 
school and eoraounlty with activities of the voca- 
tional-education progrdmi 

248, Sponsor studant-parent ^activities for the vocational 
' ^ education program, . ^ ; 

249, Assist with special community social fevents* ^ 

f ■ , = ^ ■ . ■ ...... 

250, Assist with community business arid 'industry sponsored 
activities, ^ 

251* Serve in professional nonvbcatlonal organisations to 
,taprove the Image" of the vocatlo^^jducatlon progrion 

252* Serve In a community civic, service, or social orga-^ 
nidation to Improve the Image of the vocational edu*- 
cation program, !, ; 

2j3, Provide consultant services to local business and ^ 
industry* 

254, Maintain liaison wlth^unlon officials and emplayers* 

255* Halntaln liaison with employment agencies,. 

256« Maintain llaiaon with coOTnunlty prdfeaslonali service 
fraternal, social, and religious organisation^ * 
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257* Maintain gaod irelatidM with Wther ich0ols« 

258.^ Maintain llalaon with state department personnel. 

2S9# Obtain inforaal feadbaok on the vooatloaal educiation 
progrra through apntaets with lndivi|4uals. in the . 
sohoolj and eomunity . 

260* ' Conduct opinion surveya' in the school arid COTBuhlty 
concerning the vocational ed^oation progrffii. 

261* Analyze enrolltnent trends to daterain^ efcudent and ^ 

parent acceptance of the vocational education progr^. 

262. Obtain Infomatlon from parents relative to their 
expectations of the vocational education program, 

263. Consult the advisory cOTmlttee to obtain infomatlon 
concerhlng their %5cpectatlon6 of edu- 
cation program. 

264. Acquire information from mmbers of the COTSUnlty 
power structure (e.g.| political, sociali and econo* 

^ mic pressure groups) regarding their eKpeotations of 
the vocational education progrmt* " ■ ; 

265. Study COTmunlty voting results on financial issues 
affecting the vocational education program to diBter- 

, mine community support, ; ^ ; 

266. Study In-schobl election results (st council, 
. class officers) to determine the the voca- 
tional students in the school* / 

267. Maintain working' relationships with the school ad- 
mlhlstratidn and faculty, 

268. Assist in planning the goals of the total BchMi; 
program. . , ^ 

269. Maintain working relationships with the school s^ 
porting staff through cooperation arrf mutual effort ^ 

Student Vocational Wsianlzatlon ' 

■ \ . ' ■ - u . . ' - 

270. Obtain approval trm the school administration for 
ettabl^iJi^ the ' student prganlrattori. 

271. Contact state departeient. personnel regarding the steps 
to be followed in organising a student vpcatlonal or- 
ganisation; ^ , I 



.. .. . . , .. . . _ . , \ 

272, Acquaint' prospaatlva m^bars and their parents with 
the purposes, aetivitles, and values of the studenix 
vocational organisation, \ 

273, prganiM a student epnalttee to assess studeat In- \ 
teres t In joining a studMt voeatlonal orgaaisation, 

274, Assist lA the ^development of a eonstltutlon a hy*. 
laws for the student vocational organization. 

2^5. Conduct an organisational meeting for a student vooa- 
/ tional orgaQiiation, 

27fi* Direct initiation activities of the student vdcationai 
^t- organization. V : ' . , ^ i 

277* Orient students to the student vocational organiEatibn. 

278« Assist In the election arid iastallatleto' of off leers 
of the student vocational prganization^ 

279, Conduct a leadership training session for the .of fleers 
of the student vocational organif atlon. / ^ 

280« Obtain ^he assistance of state departioiient personnel 
, In maintenance of the student vocational organisation. 

281. Assist students In' deveioping a yearly progrto of 
work; for the student vocational organization. 

282. Assist students In advancing within the avallahle de* 
grees in the studentv vocational organization^ 

28S. Supervise sodlal and educational activities of 
the student vocational organisation. 

284* Involve elected chapter parents In the activities of 
the student vocational organlEation. 

285. Assist students with publicizing the student voca« 
tional orgahlzational activities. ^ . , . 

^ - " 

286. Assist students with the financial managraent of the 
student vocational organization. 

287. Asslst/ln planning and organizing fund-raising "^^actlv* 
ities for the student vocational organization, 

288. Haintaln a; £ ile of publications available for the 
student vocational prganl^ation. . 
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289 • Supervise the davalopmaAt of an annual handbook for 
Che student vocational Drganliatlon. ' V 

2dO. Supsrvise the developmant of a ohapCer serapboak for; th 
student vocational orgatii^a^ioil, 

291. Evaluate the student vooattonal organisations 

292. Affiliate the student vocational organizatlda with 
the state and national vooatlonal organisations. 

293. Assist rn the preparation of state and national ra^ 
ports for the student vocational organisation. ^.-^ 

294. Provide advice fbr student entries tn state ahtf na* ^- 
tional student vocational organisation oontestl. 

295. Send student representatives to dlstricti states 
regional I ai^ natlohal student ygcational organlza^ 

^ tlon' ^aetlvltles. - : r 

296. ' Assist- In the ^ development' of rules and protsdures 

for conducting dlstr.iots\=state^ regional, and national 
^ student voeatibnal organization contests. 

297. ServjS as an advisor pr judge . for dlstriot, statej 
regional, or national student vocational organiza- 
tion Qontasts. ^ ' 

298. Participate In distrietpatate, regional, and natldnai| 
^ activities of the student vocational organization. 

. .. ■ . ■ ^ ■ , . ^ ^ : ; ^ . 

Frofassional Role and Development , V 

299. Identify current trends of the teaching ^profess Ion. 

300. Promote the attaliOTent of the goals of the tleachlng 
^ profession* 

301. iKpraaa a personal ''profasstonal phlloiphy aonslstent ^ , 
with the goals of the teabhlng profession. 

302« BKpress a personal professional phllosphy oonalstent 
with the goals of the vocational education* 

303. Maintain the eth'lcal standards expected of a profes- 
^sional educator^ 

304. Exchange obseryational visits. Innovations , and Ideas 
with others In the profession. ' - " j 
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305. Support professional orgshiiatlons through mraberahCp 
and atiteodaaca at maeclEigi« . 

306* Sanre profeasipnal orgaEslEaClong as aa officer, abd /or 
.ehairmah or ffiOTber pf the c^roittee. 

307. Eeprasent tha teaching prof ass lott as a c^raittee ©ot* 

dalagate^ or progrm partiolpant :at maatli^s and . 
aativities of other ralatad profess ions. ; ^ 

308. * Parttcipatm in eKparjiaaatal and other data eolleotlng 

resaar eh activities, . " ^ 

309. Write an artlele or book for publication which con-- - 
\^ tributes to tha literature of the prof€srlon« ^ 

310» Assist jljt orienting; teachers trtio^^M school 
• system.- " . ■ .• ' 



311. Work with a taan fiism the school and/or conmunity on 
pertinent school activities. ^ 4 ^ 

312* Serve communiyf needs by eontrlbuting professional . 
eKpiprtlse to^^inaunlty activities. ' 

3M;^ Consult superyii dry and atoinlstratlve evaluations 
V > to datarmlne attitudes of. others toward one's per* 
sonal and professional abilities and limlcations. 



314^ Use a self *analys^ form, to |evaluste personal and. 
preftsslonal abilities and lljaitatlons. , 

315. Select this teaching position which ;ls In keeping with 
personal and professional abllitlas and limitations. 

316* . Maintain professional certification through enrolltng 
ingradua te ^ extens ion , and in-servlce aducat Ion prd*^ 
^ grams, - 



317. E3cpsnd aducatlonal bacEground and leadership potential 
\ by achieving advanced degrees. 

318. Keep up*to-data through reading professional lltera- 
\ ^ tura.; ' ■ ^ . ' 

319, Acquire new occupational skills and information needed 
to keep pace with technological advancemant In voca- 
tional education, ^ ^ ' 

\ . ' ' * ■ ' ' 

320, Ufi-date professional personnel file regularly. 



32^.. PatftielpatfB la aon-iMtifuetloBal school activities 

(cafeteria sup@r<fialoiip hoaereomj bu^ duty, chap- ^ ' . 
eronlng, ^te*) , 

322, ^ Assist with nsayepatlonai studant ©rganlEatienw activities. 

323, IProvtde opportunities Vfar potecLt la I teachers to ob*- 
servs and participate in the public acTiool .^rogrm, 

.324^ Interpret the policies and regulations ojf &e local 
school district to ths student teacher. , 

325, Plan activities £©r th^'^studeht teacher which draw ' 

upon sSd "atwlch^cp .work*^' . . .= ' ^ - 

326* Assign responsibilities cmmensuratt.wlth theVs^tudent 
teacher's background of knowledge and e^eriencS. v 

327, ' D^onstrate ihstruottonal :$eehttiques>^^f^ teachers^, 

^ . ^ ^ ^ . . ■ ' r . ' " ' ^ ' - ■ ."'^ ^ ' ^ 

328, Consult regularly with the student teacher regA^dlng 
planning, ImplOTentlng, and evaluating teaching. ; , ^-^^ 

•= ^ ^ ^ ■ ' .. ^ ^ ■ " ^ ^ ■ ^ '^^ ^ ^ ^ ■ ■ ^ . .. ' " ' , 
329j* Confer regularly with the student teafe^er, 1 \ * w ' * 

330. GonJer with the college supeinrls or an^; the student," 

teacher regarding plana for and evaludttlon of the ^ 
total student fceaehinEiexpMBrlericg^^ JX .< .^j. ' 



Coord inatien , / ^'t 

331. Establish criteria for selectipn of student^^^ 

332, Provide prospective student-learners with resource, 
materials on ©ccupati©nal_.opportunities . to aid them/ 

in selecting a vocation, . 

- - —-333— -Administer- student- u 

learner selection and placement, ^ '^u 

.334. Gather student- learner selection data, 

335V Interview students and parents to obtain studmt- 
learner interast and aptitude Infomatlon, 

336, Idanttfy a prospective studaht- learner on the b^i^is 
of selection criteria and data. ^ 
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^:3|^> . ^ ^^tch a student-learner 's unique charateriatics with 
^an-approprlate-tralnlng- station; ^ 



^s^38»- Neogotlat€ on-the-job training hours and wages for 
student-learners. 

^3393 Establish criteria for evaluating the training station 
potential of a business or Industry, 

340. Jdaftti^ prospective cooperating employera to provide 
an- the- job training stations^ _ _ ^ 

341* Establish criteria to evaluate quaiificatlons of 
prospective on-the-job ins true tors," 

342. Assess training capability of . the on-the-job instruc- 
tor of the prospective training station. 

~^43^r°vAss"eas "educational adequacy of the prospectTve draining 
station's facilities and equii^ient. 



344. Assess^ safety provisions of the facilities and equip- 
ment of the prospective training station. 

345* Convince an raployer to provide a training station 
for cooperative vocational education, ^ ^ 

346, /Arrange with a union ^o make a contract provisions for 
student-learners - u_ 



347, Develop, a training agreraent between a tudent-learner, 
. parent, school, and cooperating employer. 

.348. Arrange school and work schedules with student- - 
V ' learners _ and ^ school and raploying personnel. ^ 

349. Develop a systematic training plan with the cooperating 
^raployer and/or on- the* job instructor. 

330, Aid. student-learners in procuring work permits^ 

331. Assist the cooperating employer in obtaining info™^ 
tion concerning federal- and state way and hour 
classifications. " - ^ 

352. Assist the cooperating employer in acquiring a federal 
permit to pay a training wagp. , . ■ ■ ■■ - 

353, ^ Assist the cooperating mployar in verifying the le« 

gality of TOploylng a student-learner In a hazardous 
occupation, K ' - 
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d 35^. Establish the ^coopaMtJjig_jemployerla^i^ 

for reimbursement for training a student-learner. 

. 355* Obtain reimbursement for ^the cooperating 'oployer 
providing on-the-job training. 

/ ' ' - ' 

I 356. Obtain reimbursement fpy.the student -learner for 

allowable training costs sush as clothing and ti^ls. 

357, Prepare the student-learner for an interview wltoh the ^ 
: — - cooperatlBg^^prloyer^and'^tralnlng'^tatlon^ersoBnel^ 

358v' Assist the student-learner^ In on-the-job tralnlng^^ 
orientation. ^ ^ ^ 

359, Assist the cooperating OTployer.'s personnel in acce^ 
- Ing the training status and role of the sCudent'- 
- — ^learner — ^^^^ — — ^^-^^ — ^ 




360. Maintain good working relationships with training 
station personnel. . ^ ; \ 

361* Develop a procedure to insure student's safety and/ 
protection in the training station. \ 

362. Develop a plan for supervision of on-the-job trajnlagi; 

363. Inform the administration of the coordination , itiner- 



ary, 

364. Assess the on-the-job experience dally reports/ with 
.the student ^lesrnei^ to plan future ins true t ion i 



365 , Encourage the on-the-job Instructor to follow ^the 

training plan in providing experiences for the student ■ 
learner. \ 



\ 

366* Haihtain the s tudent^ learner 's progress reports for 
an-^e- job training and related Instruction* / 

3f 7« Ixmlna the student-learner 's progress repo^ts^ t^ 
determine future-op-the job training experiences 
and related instruction. — ^^^^__-_J„ - — 



368. Maintain a record of Individual work: hour's / wages ^ 
and work experiences of on-the-job training* ^ 



369. Assist the student-learner In the solution of problems 
related to on-the-job training. / 
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3X0^,_QM.tx«3J.=.i.tiidje_atJ.aarnei^ 
, on-tha- job training* v 

371^ Control' tha transf er_oi-stG3ant-laarners within the 

cooperative^^ocat^onal education program and toather 
; iehpol--prrograms- ^ ; 

372, .Conduce termination procaduras for on^the- job tr^inin 
.for the student- learner when conditions demand it. - 

-3 7-3 T-^Sp on i or^-a n -emp loy er r emp loy a'e^^appr a&ia tlon^even t .~ 

V 

374. Evaluate the student^learner ' s work qualities and 
habits on the J obi; . . 

375. Evaluate the student^learner's personal traits and ^ 
characteristics on the Job. ; . 

376. Check the student-learner's progress with the on- the*/ 
job instructor and other training station personnel. 

377. Cheek the student-learner's progress In acquiring 
skills on the job. - 

378. Assess the studant-laarner ^s performance with the 
assistance of the on-the-job instructpr". ^ - 

379. Obtain suggestions, from the on-the-job instructor to 
^uTlda^tKe sal¥aflo^n~o^f^l^¥sbns~for re lasted Ins true - 

^ tion. 

380. ' .Evaluate the quality of the^ on-the-job training re- 

ceived by the studant-laarner*, 

381. Provide a workshop to assist on-the-job instructors 
in techhiques for teaching student-leajners.. 

382. Assist the on-the-job instructor with development of 
taa'cHing techniques during supervisory visits to the 
training station. , / ' 

383. Update related Instructioh for student-learners on 
- the basis of information on technology obtairied from. 

cooperating employers* \ 

384. Obtain information from the a^lsory conmiittae on ways 
\ to Improve related instruction and on-the-job training 
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Module; 



MODULE TITLES^J?OR . 
BiSXRUCTION- mECUTION CATEGORY 



Direct students In .obtaining information from sources 
in the eomunity ' » . 

79. Conduct field trips. . . 

80. Direct itudants in gathsring Information from 

_^ _ :-aQurce8 in=.the^.GQianunityL.:4==.^-~^ 



Modules Presant /information with. the asststanGe pf a resource 
person, - , . ^ 

. ^ 118. present information with the assistanGe of a 
resourca person,/ ' 




T30. Present Information with a tele^lecture* 
Module: Conduct symposiumSj panelii, and group diseussions.^ 
81*. ConduGt^sympOiiuma , r V:^ v ' 

■/ 95- Lead group disGusaions. . i ; ? 

96. CoteiG t~pa^^^ I'scus s ions # 

- " , ■ \ '" ■■ ' ' -- . - . 

Hodul^r"^ ittaulate^learning^thrqugh^^^^ 
and question box techniques* 

. . ^82* Conduct brainstorming sessions. - 

97. Conduct buEg groups, \ 

' 98. Employ question box technique. ; ^ 

Modular ^ Direct students in Instructing other students. 

83. DlreGt student presentations. - ; ■ 

^ 84v ^Direct students in Iristructing other students. 



Note: 



The above is a portion the the conceptual framework for the 
category, , . . 



SAMPLE OF A CATEOTftY FRAHEWORK 



erIcS 
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mMPLE OF PERreOT^JCE OBJECTIVES DEVELOPED FROM 
: GENmAL OBJECTIVE CRITERIA 



General Oblacttve i Assist graduating students in preparing for 
intervlaws with potential- eifeployers (Ko. 234). ' / 

The following parfomanee objaetivas wa^e davaloped from the 
general objaetiya by establishing one parformanca object iva for 
each of th e crl tar la lis ted^, [ - . . — 

^ I, Givan the case studies. of five employers and tha case 
study of a graduating studant you will avaluata and - 
. selact. two employers with whom. tha student should obtain^ 
' : an Intarviaw* Your selactions will be evaluated accord- 
ing to the key iricludad In thlp module* 

~ %\ Given two graduating studants seaking employinent, you 

will assist them in setting up intarvlaws with, amployars 
throughf the use of two different techniques. Your as- 
sistance will be evaluated by a list of crltarla available 
from your resource person* , — ^ 

. ,3. Given a studentwho has sat up a job interview with, an 
employers you will assise him in practicing for the in- 
terview using simulation techniques* Your Assistance 
will be evaluated by a list of criteria available from 

i--i^^=^yQUr— re g our ce— p erson . 
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Huffstutler. . * , . ; . -page lt6 



y^i Moore%nd Bender. /. . ;Vpage 181 
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%' Perkins 1, ' -page 189 

;|;v . Richey ( - -rO- • • • • - v " "P^^^ 

0 Spaziani and Courtney, .^tt • , . • Jss, ■/.'page ^196 



Vogler and Patton .' r. .page' 198 
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vfcs' .American Hpine Economics Association. Competenfty^Base d Prof^silQnal Education 
^i-Siiitt Home Econo mics. Selected Cogpfetencies aftd GTitefla. v/ . ^ :'v > ^-V/:.: ^ 



;^eB iv : lowav Fabruary 1974, 



EDUCATION PHI LOSOPWf ' : 

1 The participant will formulat© Md conffliunlMta ^riternai:Ly^^ 

professional beliefs based on philosophlas of hop^^ educa^ 
tion In tha context of contemporary society. ^ _ ; 

2. The participant will relate professional beliefs to dea« making in 
=varied^educatidnal- f - . .\ . . 

PROFESSIONAL ROLE IN HOM ECONOMICS - . ^ 



6. 
7, 



The participant will demonstrate ability to fulfill the profeisional role 
of the home economics educator as .a facilitator ,o£: learning, counselor, 
team member, communicator and interpreter, a liaison with community, and . 

a member of the profession. « - "« 

The participant will demonstrate a , comiitment to the profe^sions^ot Ji^^ 

•economics ^nd education i ■ ^^^^ • -^^^ 

The participant will, assume responsibility for her/his o*m continuous per- 
. sonai-and pTofessiQnal growth. .. ■■ .ii^ ^^^^r^^ 

\The participant will demonstrate ethical personal and professionrfl behavxor. 

The participant will analyze and evaluate social action that influences 

the wm-tieing o£ individuals, famiUes, . and, th^ 



program'' PLANNING FOR EDUCATION IN HObffi ECONOMICS 

8. The participant will collect and analyze . relevant Information; that has 

applications for a given home economics program. . ■ ' ■ , 

0.- . The participant will select and justify the objectives, content and st^^^ 
tegles included in a given home economics program. , ■ ' 

lOi The participant will organize home. economics offerings into a ssquential 

and integrated pattern to meet the needs of given audiences - • 
11 The participant will Implement a plan for a given; home. economics progr^. 
-12rThrparticlpant will evaluate objectives and goals of groups in relation 
to a total home economics program. • ^ 

THE EDUCATIVE PROCESSx IN HOIVE ECONOMICS . , . , 



13, 



14, 



The participant will use skills in an educative setting, to facilitate 

learning. ' t j * 

The participant will design instructio nal plans appro pr iate to the n eeds ot 



^:^~^"iciflc learners In educative .settinis. 

15. ■ The partlclparit will implement Instructional -.plans.. « 4,1, 

16. the participant will plan for and use evaluation as an integral part ot the 
teaching- learning process, • ' , 
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J17^ The parti^ipwit^ w establish and^ maintain m enylToment ,that f^^litat 

; / :a \ ; / . ' 

RESEARCH IN HOM ECONQMICS EDUCATION ■ > 

is. The participant will recognise and appreciate thf ifole of research in :-. \ 

^ •facilitating ^he teaching/learning procesa and In ^pxpanding knowledge* 
19 p The participant will use rasearcK findings to improve the teaching/iearning 

process and as, a/source ofkrioi^ledge, . 
20. The participant wilA comprehend the elements of the research, process. 

• ■ -■ \v - - ' ' 

PROFESSIONAL IMpROA^j^NthtEVBL CPROFESSIONAL DEVELOPMPNT) \_ 
EDUCATION PHILOSOPHY 

21 V The participant can evaluate professional philosophies; 
22- The participant will continually develop a pprsonal/professional philoiophyk 
23* The participan;6^an contribute to development of a philosophy for the 
home economids profession, ■ ' 

PROFESSIONAL ROLE IN HONffi BCONOT^ICS ^ . 

24/ The participant can accept, perform, ^ahd adapt to changing roles and functions 
of various positions as a home economics educator. 

25, The participant can eyaluate educational structure in relation to its pro- - 
motion o¥ the pui^oses of educational progrMis in home economics. \' 

26, . The participant can evaluate profeasional performance in home ecpi^Dmics. ^ 

27, The participant=^will show integrity in relation to professional practice, 

PROGRAM PLANNING FOR EDUCATION IN HO^ffi ECONOMICS . / ■ \\:'' 

28, ^ The participant will analyze the sociological, economic^ politicalj cul- . 

turali and educational forces that affect home^'economic programs. >; 

29, : The participant can. evaluate the needs of learners in a given ehvironment , ^ 

in relation to program needs. ^ ; / ' 

3Q. The participant will integrate the contributions of fields of study related / , 
to home economics in effective program planning, , \' ^^\_.=^- 

31. The participant will develop a system for selecting and organising home/ - 
economics knowledge and skills significant for various learners and learner 
levels . ' . .• ' ' . • ■ . 

32, The participant will use and initiate research for program' planning, 

33. The .participant will evaluate existing progfams,^ retainV m'pdlfy, or 
delete them 6r in^itiate appropriate new home economics programs, , - 

34, The participant will assume leadership in codrdinating' and/or integrating 
home economics programs with other programs^ agencies and organizations, 

35, The participant will realistically evaluate^ obtain ^ and allocate/ human, 
fiscal, and material resources for home economics programs, 

36. ^ The participant will formulate flexible long. range plans for programs and ^ 

facilities, . . ' ' 

37. /^The_particlpant _will„^^^^ of personal=.and-^prof essional ^ 

growth as related to the ability to plan programs. . ^- ' ■ , 

38, The participant will supervise others engaged in .program planning, \ r 
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THE EDUCAjm PROCESS IN H£»E ECffliCMIGS 

:39. Ihm participant will contxibuta to th© development of theo^'ies, hypotheses, 
mnd proeediires in the educative process In phome ecQngmtos aduaational ,= 

• - programs* ■ '-r--- ■ ■ ^.---y r-. '. 

40. The participuit will develop and refine instructional strategies* 

41. The participant will predict the direction o£ behikvior ctaige ttet results 
from the use of instructional strategies. ^ 

42* Th.e participant will develop and refine instructional materials. , ^ ; 

43. The participant will create a learning enviroranent to pptirai^e the various 
t}^es of interactions within the educative process.* ^ v 

44. . The participant will evaluate the educative process, ^ ^ ^ 

45. The participant will systematize the assessment of learners' progress . to- - 
ward the achievement of objectives. 

RESEARCH IN HOME ECONOMICS AND EDUCATION - i. 

46. The participant values the importance of the relationship between teaching 
and research. \ " .u, - _ . , 

47. ,nie participant can conduct research that relates to the teaching/ leamiiig 

o£ home aconomics, ' - 

48. The pfiTticipant .can interpret data to others. . . ^ ^ 

49. _ The participant can use research data. 

50. The participant can evaluate research data. ^ 

51. The participant can disseminate research data. , / 

52-. The participant can prpmote a climate in which research ideas are stimulated 

and nurtured including those between and among other disciplines. 
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Iff^^BraseriVM. James ;^ and others. The Industrial Education Teacher 'professional^ 
ii,|:TMks;./ED.099665', CE 002772„ ' ■ ... / 

^^XC'Dspartaent of Industrial Teacher Education > University of ffisconsi'n'^ Menomonie 
p^T: July; '1974. ' - ^ ^ ^ ^ ^ ^, . 

i>iA^»ffROVE INDIVIDUALS' COMPETENCIES 



^Iw ^ Provide foieregentrat ion and development of competencies, 

2, Keep up with developments in the field. 

3. Use self-evaluation techniques. 

DESIGN PROGRAMS 



4 . Study society in- general^ and its problems in par^ 

in^rove the relevance' of industrial education goals to society. , ^ 

5. Study technology and the iAstitution of industry iri.thin our society-as^^'fr^^^^^ 
.source of the body of knowledge for industrial education. 

6. Study group cultures and principles of learning in order to relate instruction 
. -to the individuals for whom the program and instruction is being planned. 

,7. ^alyze the study of society, industry, and the individual to identify the 
problems and human needs toward which industrials, education can make 
contributions. 

8, Develop new and existing programs in terms of e^^ectad task outcomes 4<F 

9, Collect tasks into' appropriate instructional groups for teaching (courses^ 
units, etc.) . . * * 

ilO. Develop a plan for continual revision and improvement of prograjns. 
11. Develop in^lementation strategies for new programs and I'changei. in .existing 
programs . / . ' ^ 

iDESIGN INSTRUCTION ' . ' 



1^ ij 



12. Write performance objectives for each course; j- 
13 . Organise obj ectives into appropriate sequences ; 



14, Validate content against domains and against levels -within domains i 



i^l^ilS. Develop Cc>r identify) stud^ts learning activities app^priate to each 
Mf 'y - " behavtordl objective (make the content operational) v^. 
;yrj;16. ' Select teaching activiti'es and strategies. . _~ 
jf£;4i7;;^ Identify and prepare instructional resources, 
Ij^^iisV; ;^ Develop a^ strategy for evaluating instructiom 
^iiW^^i'lQi L Organize and complete the course, of, study 

' 1[20i plans for groi^ and individualized instruction - 



-i 



y: ^NURTURE HUMANENESS 

L_^'_2L-: Nurture_humananess-with-^tudents.=^ — 

[22. Nurture humaneness with the school staff. . 
23. Nurture humaneness with par^irts and community. 
■:'Mr24. Nurture huma^ one^s serf. 
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i^g^ : LEARNING 



25:> /Bcacute instructional \ \ , / 

26\i Motiva^te students* 

27. Interact with students in a po s it manner. 

28V -Adjust the plMs and strategies based: oh obsarired^^f^ ft™ students. 

29v Tea:ch the substantive content of the . > 

MANAGE . Ttffi LEARNING ENVIROf^^ " 

.30. ' Plan for and organize the fabilities needed for the prograni. . 

31. Requisition and receive: supplies and materials. ^ 
^32. Maintain records and filing systems. , / . , 

33. Respond to soelal-emotlonal climate- ■ 

S%. Establish physical conditions conducive to learning. 

PROVIDE PROFESSIONAL SERVICE ^' V 

35. Advise and counsel students. = 

36. Participate in service activities of the educational and civic coiranunity. . , 

37. Assist in general school duties. \ . . - 

38. Offer professional advice.. , 

39. Davilop program^ of professional service* ; / 

40. ' Contribute to literature of the field through technical Md/br professional 
\- : writing^.;' = ' ..' - --. --^ ^---r- -...i. 

41. Supervise student-teachers. \ ■ 

UTILIZE RESEARCH T * . v . 

42. ; Identify neWs (problem^) amenable to r ^ 

43. Prepare proposals for researching a problem* 

44. Conduct prppbs id research. ^ 

45. Write research \reports* . 

46. Cooperate in research efforts of others. 

47. Read and interpret research findings both as a consumer and as a researcher. 
48! Apply the decision-making process to the solution of Instructional problems. 

EVALUATE INSTRUCTION ' . ^ ^ v 

49. Assess whether .students have assimilated the material, presented. 

50. Construct and evaluate measuring 4nstr™ents ^nd pf^ ^ ^ 
51. . Administer evaluative experiences. 

52. Determine efficiency and effectiveness of instruction. 
EVALUATE PROGRAMS \ ■ * / , 

53, Collect information at the prdgrMi level^ _ : ' .^^ ^: 

:S4r"Assess' factors influx - - ' 

55^ Determine output characteristics of sttidents 

56. Detemine e^ectivenesi^ of program implementation. . ' 

■ - . . ',. , : 1.75 ■ 
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ThiB Rola off -Teacher Education In^tttuttdiis; ^361 feetlon of 
IsJjg/ : , . Teachers Basic Competencies Needed , VT 000204 , " 

Ohio State Univeriity, Columbus^ OhiOj March 1966, , 



'1.? 



BEGIhmiNG HOME ECONOMICS TEACtffiRS: '\ - ; . , 

l. V Integrates .[philosophy of lifat^philbsophy of education! philosophy of 
Wocational education, and philosophy of home economics as basis for 
^hought and action. ^ ^ , : : 

: 2k Identifies, and accepts the professional role of the home economics 
-=^-: — teachers — -—-^ „__^=_„.-^_^--=_-=-;~--:-^=-^^=^ -^^ -^—^^ r-—- 



3. Establishes and maintains mutually satisfying or acceptable interpersonal 
- relationships in the professional environment* - 

4. Plans and implements effectively the part , of the home economics progjam 
fpr^ which she is responsible* s _ ^_ ' 

5. ^ Teaches^ffectively, ^ . 

6. Uses and part icipatesv in research, ^ : 

7. Participates as a' home economics teacher-citiieri in loca^ and expanded 
community ^^forts which have significance for individuarmnd family v 
well-\being. . • - ■ - ^ 



TEACHERS IN ENERGING PROGRAMS 




^ " . 8, Utllizktion of the most^up-to-date. techniques. required to do the job* 

, 9. Possession of a thorough foundation in the; knowledge and skills involved ^ 
in the \job. . • / . ■ ' ■ / . 

- - 10* Effective, working with trainees in. the devrilopraent of skills and, attitudes, 
: 11. Cooperation with the adihlnistration, employment awncies^ an^ 
f' L , -en^ioyer^s in the development, of the course, ^ v ^ ^ . 

^TECHNICXL COI^BTENCIEB which SEEM REASONABLE TO EXPECT 6f THE .OCCUPATIONAL 
S>: V •• TEACHER:'- V' ■ \ ' ^ ' " ' ' ^ i - ^' ^'-^1 ' ' ^ l^-'- ^'^ ' -^"^^ - 

;\ 12. Int^gratfes philosophy of education, philosophy of life, and pljilosophy 
^ of occupational Education as a basis for| thought and, action* (revised , 

"ficom otherv source) ; •■ j ■ ■; - " 

Possesses up-to-date knowledge regarding technical! matters related to the 
practices of a specific occupation or cluster of occupations. > 
Visualizes the relationship between the j cognitive and manipulative ^elements 
of /specific -occupations or clusters of occupations and bridges the ;hiatus • 
Possesses basic skills requirad to pe^fpm effectively in the occupations. ' 
Structures t'he teaching- learning' situation in a manner as to enhance the 
ac^qulsition of cognitive, and manipulative elements of the pccupation* 
l-7TY"Advises=and~s their fullest capacity. 

Coiranunicates with and relates to peopl^ students^ vocational leaders ^ ^ 
^industry representatives and o whose -copperation and assistance 

facilitate program planning and implementation.' ^ » ,r 
19, Builds a close liaison between industry and other potential employees and 

trie individuals who ultimately will assume some.responsibility for fulfil llTig 
their persorinel needs. , * ' _____ 



ERIC 



20. D^onstxites an undaarstandijig of tYm eoncept of culture as "an attitude 
:rathar thm m f\.ttributa o| a specific yoQation, ' . 

PIRSONAJL COFffETENCIES;! .TEACHERS IN OCCUPATIONAL EDUCATION 

1 , / . » : 

^ 21, Bxen^liflas a quality of feeling about her work a commitment to her 
role and the ob j ectivea^of ^^tha ^progrto^--- .pers5naLinY0lv,ameiit.„_^.^ 
22,, Racognizes tha dignity of work any work which prepares for ialable 
skills at the secondary, post hi.^ school or adult levelV ^ . 
^23 . Transmits respect for the dignity of work *to students . 
24. ^ Possesses tie capacity for eE^athy and opeiunindedneis, . , 

. \ 25. Possesses a passion for orderiflg, knowing and creating reality ^or one- 

\ ' self and the individuals being taught. " - 

___I26. Maintains psychic, resiliency. \_„-.J __j„_ .^ ^ - - 
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A.;' / Canfield, Albert A. Compatehcla^ -f or Allied Health Instructors , VTO 19639, 



L"*^ "? ■ ED 074258 




^Florida University^ Gainesville, Florida, Deqember 1972, 
INSTRUCTION ' ^ ' , 



1^ Maximize tha 1 aarntng climate utiliEing 6b j ectivei , process , evaluat ioct ^ 

and feedback. ^ ^ » * . 

2-. Utilize the most affective inptnytional materia ls an d tech niqugg>^ to 

^achieve^tHa~leafhihg' objectives, ^ ' ' * , 

3. , derate the eqmipment neaded'^to proSuce and p3^esen^^those inst^nictlonal 

maiirfi^ls. - ' • , , - 

4 . Prii^am^ appropriately, reliable = and valid iristrumants 'of evaluation whiqh 
reiJccl: the specified obj actives. - ^ ' ^ . " ' j 

Davtvlop and maintain effective and productive relatignships vfitli stuwlnts, 
Craat*^ leamirig axperiencas that improve skills and ihfluence atti^udeii 
as well as increase knowledgei ■ - • ; " 



S. 

6. 





































1 




1 





CURRICULUM DEVELOPMENT AND PLAJ^NING ' ^ ^ . , ^ 

7. Undaratanrf the role and contribution of differing educational experiences, 
including the classroom/ the laboratory ^ independent^ study/ clinic and 
fiaia. ^ ' ^ ' \ 

De^^op curricula.* in tenns of job requirements for knowledge, skill, and 
attitudes utilizing task -analysis and literature ^saarch techniques^ 
,9* / Organise cirrucular experi^cai^ into sequential structures which would 
- .minimize over- lap and assura.Mo^ical and meaningful progressions^in 

■ -achievement. . k '^'^ • , . 

A*io^ Utiliie the special abilities of persons in specifically related discipline 
■ • areas ^n- developing the most meaningful organization and content of 
learning .experiences, 
-11. Werk effectively within the institution's policies and procedures for pro- ' 
, ' ^ ' gram and coiirse devefoprf^fr-a«A-Tevision. " . 

i^-'^rVl^ • Identify local , state, and national sources from which dnfomation may be 
rr/^yk.-^^^^^^'o^ equipment^j techniques, and theories 7in 

thk student *s field. - ' , ' }^ - " * 

13. Understand the laws and regulations relating to ed^^ 
^ fication;" accreditation, and licensure. / ' 

p 14/: Understand the current role and ^ture in^licationS' "rff Equivalency. 
H ;i : examination! 

EDUcXtION (general 3 

IS; ExplalpT the objectiveT^f the various tj^es of educational^ institutions mth" 
: . whom Von tact^^w^ 

16* Utttlie knowledge of conmion or typical measures of intelligence^ interest/ ; 
and personality in student ^^^ee^onV advisemeirt , counseling, and career 
'/ guidance activities. ^ H / . " - ; * , .* 

17; Itadarstand the responsibilities and 'duttes' pf C ft iff his " 

institution and community^ \ , J' ' ' ; ;/ ' ' 1 J^. ■ " 
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18. 



19, 

20. 
21, 



fccplain the role^ duties^ and functions of gyoup clmracterlitlc of the type 
of fnstitution m ^lick ej^plo^ent is antlplpated including governing 1 
boards, chief a^lnlitratton Qfficers/mjqr dep^^ or division h^ads, 

faculty and students. - . / . . ^ 

Describe the characteristics o£ students entering progrMis within Inst 1^ 
tutions in which emplQjnnent Is anticipated. . j 
Describtf balsic educational funding and budgeting processes. j 
Describe conditions of employment In educational institutions , such as i 
tenurps salaries and fringe benefits* 
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Courtney^ E, Wayn©r Halfln, Harold H, Gompetahtiles :;bf '^Odata^ A -^ 
/ Factor Analysis Qf the Training Needs of Teachars of Oedupational - Bdueatlon . 

Departmant of Statistics, Oregon State University, Corvallis, Oregon^ August 19691 

The vocational education teacher willi ^ i / - • ..^ . 



1* Use the existing local school administration system to initiate and maintain 

the. vocational program, | 
2* Relate teehnological advances to laboratory Instruction, , 
3. Select appropriate visual materials for instnictlpnal purposes* 

d\ Cnn^^if-t j^^r^m^ir u^^AaTAi%£ nf thft rnii-r^R nf stiidy 'in accQTd wlth^J^Ceilt t 

occupational trends * . f / 

Select instructional materials ror the classroom;,/ 
Maintain discipline in the shop or laboratory* 



5* 
6* 
7. 



Understand the role of the school in providing vocational preparation for . 
the student, - / - ^ 

, 8. Motivate the student in the classroom, ^ 
9. Make u^e of the innovative'' prpvisions of the Vo^ 
10* Utilize your background in general or liberal siudles to advantage while 
participating In conmiunity activities, j ' ^ 

11. Understand state certification requirements* ; ■ ; ^ 

12. / Understand the legal provisions of teacher liability. ^ 

13. Interpret the results of vocational Interest ii^ ' 

14* interpret statements of ethics as set forth by your professional organizations. 
IS* Jusa questions dprlng the classi^oom presentations to aid: student . ^ 

16, -Use questions during demonstrations to ald^ studtrit learning* ^^^^^^ 

17. Provide^ appropriate practice for classroom leariilng experienca./ 
ISv Understand the j^oals of yocational education. / 

19* i Understand the goals of general education. / 

20, ^ Understand the role of the school in providing vocational preparatldn for 

■ ■ / the students, " . / / • . - . 

21* r Use sociograms. 7 / ■ • 

22. / Secure appropriate *.on-the-job training positions "for students* 

23. ' Use formalized criteria in the selection of textbooks, 

24. Aid in the development of the total school program. 

25. Aid the student in obtaining work placement after ^ training, ; 

26. Locate available standardized tests, / - : ' 

27. Develop objective tests, to, measure achlevement,^^^^^^^ .^ 
28* Understand the history of ybcatlohali education* 

:^29. Purchase, appropriate equipment and supplies for instructional purposes 
'30.' Obtain the copperatlon of available communications madia 'personnel *^ 
31 , Make a shop or laboratory demdnstration meaningful to the indilfidual studpnt . 
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Crawford, Lucy. A Distributive Teaeher Education Curyleulm Thsory Design , 
ED 06l442i VTO 14976. 7^ v . ^ 

Division" of Vocational-Toohnical Education jyirg^ Institute 
and State University, Blackburg, Virginia, 1971, - ^ 

ORG^IZATION AND ADMINISTRATION OF DISTRIBUTIVE BDUCATION 

Tha. distributive adiication teacher-coordinator will* . ' 

1. Comprehend the meaning of terms unique to the. distributive education/ ^ 
—V- - p rogram. -.^^^^..^.^^-^^^....--^-^-. ^^^.^-^^ — — ; ■ " ^ ■ . _ " 

2, Explain the alms and objectives^ of the distributive education progr™. 
Describe the curriculums for high school , post-secondary, and adult 

^ programs . / . . 

4, Formulate a concept of the total job oP ^the distributive education 
teacher-coordinator,, ^ ^ 

5, Demonstxv^te the ability to evaluate his personal qualities in relation 
to those deemadf necessary for the distributive education Xaacher- 
coordinator, ^ - \ \ 

6, Plan a distributive education program to accomplish stated, objectives, 
7^ Conduct a community survey, . ^ . 

8, Apply the principles of practical research in conducting a shopping or 
, service survey. . 

9. describe a plan for working with an advisory committee, 

10, Demonstrate the .ability to develop policies to serve as flexible guide- 
lines in the selection of distributive education students for both the 
cooperative and the project, of the progri^. 

11, Demonstrate the ability to make effective 'observation visits. 

12, Demonstrate the ability to design bn-the-job learning experiences, 

13, Demonstrate the ability to communicate with various publics about the 
distributive education program. t _ 

14, Comprehend the pattern for the administration of vocational ajducation and 
distributive aducation, ^ 

15* Perceive tha role in the adult distributive education program, 

16, Become familiar with local- budget^^ problems in Mistributiva education^ 

17, Prepare ajlan^for securing and filing appropriate adueatlonal materials, 

18 , ^- Demonstrata the ability to %erve as advisor to tha distributive aducation 

club, . ■ ■■ . 

19, Evaluate the effectiveness of tha local distributive aducation prpgfam. 

ADMINrSTERING THE DISTRIBUTIVB EDUCATION ADULT PROGR^ 
The distributive eJucatioh teacher-coordinator will: 

20, Describe tha goals of the adult program. 

21, Identify respohsibility of ^e distributive education teacher-coordinator 
\ in'the davelopmeht. of the adult program in budget planning j sacuring and 

training part-time adult . instructors, evaluating an adult program and 
- record keeping fov thp ad,ult program. 



22. Identify yesponiibilfttes of the dtstfibutive tducatton teachex -coordinator ' 
in tb# deyalopment of the ^dult progrpjn in budget plajinlng^ sacuring 

and training pa^t^ttme adult Instructors ^ eysLluattng an adult progrwri 
auid record keeping for the adult progrmn* 

23, Idantlfy specific procedures to follow at the opening and closing sessions 
of an adult class* . " 

24* Dascribethe adult curriculum. ^ ^ . _ 

25. Prepare a schedule of classes for an adult progrw. 

26. Explain nvethods for securing and maintaining enroilment in the adult classes 
27 • Identify the methods of evaluation of the adult progrm, 

COORDINATION OF VOCATIONAL COOPERATIVE PROGRAMS 

^ ... ^ ■• 

28. The teacher^coordinator will have the ability to select and maintain 
^— —t^r aining-s tatdpns— that— pr ovMe-t 

students depending on their needs and vocational goals. 

29. The teacher-coordinator will understand the importance of having a training 
sponsor appointed by the employer for each cooperative student. 

30. The teacher-coordinator will have the ability to formulate a concept of the 
^ role of coordination in the education of a student. . 

31 ; The teacher-coordinatpr will have the ability to analyze philosophical con- 
cepts regarding coordination, 

32. The teacher-coordinator will have the ability to design on-the-job learning 
. experiences for cooperative students , ^ ^ 

33. The teacher-coordinator will have the ability to design participating 
experiencei and/or projects for students who are not in the cooperative _ 
program, . ^ 7^ 

34. The teacher-coordinator will have the ability to_^?inulate a concept^in 
. ^regard to relating classroom instruction to actual on-the- 

35. The teacher-coordinator_will-bef abTe to conceive of his role as a sj^ecialist 
in a particular vocational area, ; ^ 

36. The teacher-coordinator will have the ability to apply principles involved 
in disseminating iriformation to students and parents regarding vocational , 

education , ^^--^"^^^"""^ * 

37. The teacher-coordinat«rT7ill have'^^e ability to develop poliples to serve 

' as flexible guidelines in th^^^lecti#n of students for both the cooperative 
and the project plans of thp program. ^ . ^ ^ 

38,. Th ;aacher-coordinator wi 1,1 have the ability to assist the student 

' according to his vocational iiiterestj aptitude and ability in selecting 
the most appropriate On-the-job training placement. 




Harrii, E. Edward. Office Ed ucatioft and Dlgtrlbutive. Education -Teae^ ■ 

Coordinators Crlttca^^^^^^^^^^^^^^^^^^^^^^^^^^I^^*'"" 

VT UU2ByB ' ^ ^ , ' ' ' 

JuvB 1965, : ^ 

DISCIPLINE AND CONTROL OF STUDEOTS . • ' ^ , 

;i, RecoOTnends to the atoinistration that students who violate or continue to 

violate' cooperative program rules and regulations be dropped from the course* 

to improve their attitude^ attendance^ and performance in school* 
5, Counsels with students^ or secures cooperation of other class members, to 
help make them aware of their problems and how. they can solve them. 

4, Secures cooperation of guidance department or administrative staff members 

in dealing with student behavior problems \ > ^ 

5, Assesses a heavy grading penalty or detention for assignments that are late^ 
improperly prepared, or not completed : > ^ 

SELECTION OF TRAINING STATIONS AND P 

6, Secures the cboperation of understanding employers and training sponsors 
to give students with known limitations effective training, 

7, Places the students in a second training station when convinced that the 
reason for dismissal was not completely the student 's fault, 

8, Secures new training stations for students who had not previously received 
adequate instruction in a satisfactory working: atmosphere. / 

9, Secures new training stations for students who are not making the progress 
' that they are capable of when he feels the student^, would profit by a 

different training station, 

EVALUATION AND SELECTION OF STUDENTS ^ ^ / ^ " ' . 

10. Accepts students into the program who have known. limitations after consulting 
with the students to determine if the deficiency is one that can be compen- 
sated by other, factors* ^ . \ ^ ' 

11. Utilizes the services of the professional staff members of the school to aid - 
. him in his understanding of student applicants for the cooperative program, 

PERSONAL PROFESSIONAL RELATIONSHIPS / . - 

12, Properly submits constructive proposals to improve the program, 

13, Discusses student problems with appropriate administrative and professional 
staff members,/ , - . ^ , . 

14. Utilises conferences, rating sheets, and other devices to keep staff members 
informed about the program. . 

15, Informs students and employers 6f the necessity of following school regulations, 

16. : Handles each student problem individually with the major objective in mind : , 

of doing what is best for the student , ^ ' ^ . * 

17, Consults with parents and provides them with the information that is advls= * 
able for them/ to^ have as cooperating parents. ^ . 
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.18 . Cdopeipates wltlL employ-ers md training sponaQra iolying personnel 
^ : I px'oQltraSt 

19. Saeures the cQoperatlon of araployeri in helping studants to gain adequate 

training vdten previQUS incidents deterred the procesi, 
,20, Promptly infoiroi employers and training sponsors of conditions that might 
make a difference in what they might expect of the cobperative trainee. 

21, Works eff actively with various individuals and groups 'iri the community, 

ADjUSTING STUDENT TMINING ^TATIOT PERFORMANGE PROBLEMf Cempioy©» suggested) ; 

22, Explains to employers the possible reasons for the students 'hbehaviors to 
aid them in making fair decisions , ' ^ ^1 

23, Holds conferences with training station personnel and students to assist 
trainees in^ becoming better employees. 

^Tr^floTSs cbiSerenc^ with students who need improvement and provides them with 
positive suggestions for improving, 
25. Secures the cooperation of training station personnel to help, students develop^ 

better employee=employer relations. 
.26. Removes students from training stations and recoimnends that they.be dropped 

from the cooperative progrra for dishonesty when warranted, 
27^. Works cooperatively with training station personnel to' gain a better under- 
standing of dishonest acts performed or to give them an understanding of why 
students may have performed said dishonest act, 
28, Holds conferences with employers prior to time students are actually dis- ^ 
/Charged, 

29v Holds conferences with students who are suspected of performing dishonest 
acts on the job, ^ ' ^ ^ 

30, Holds conferences with students; employers, and other employer representatives 
involved to clarify and solve problems, ^ 

31, Provides students who are having difficulty wlth^ guidance and constructive 
suggestions for improvement. ■. . ' . 

32, Encourages employers to give students an opportunity to prove themselves. 

ADJUSTING STUDENTS' PROBLEMS (student suggestions) 

33, Utilizes, the training sponsors and student leadership activities to help 
individuals gain confidence in themselves. / . 

34V Conducts conferences with students who are having difficulty in adjusting 
to the responsibilities of being cooperative trainees, 

35. Removes students from present training station when he is convinced that It 
would be most beneficial to the students 

36. Discusses student training station problems with training station personnel, 

37, Holds conferences with training station personnel and student- learners, 

38, "Requires/ advises, or encourages students to remain dt training stations for 
• a longer period of time before making a final decision as to whether or not 

.they like theirvposition, , ^ 

DIRECTION OF in»school:leaw^ing activitibs ; ; 

39, : Effectively utilizes the resources of local business establishments to supple-, 

ment the instruction^ facilities of the school, ' , / 

40. Secures guest speakers for his classes who are consiiiered competent in the 
'\ . ; area Jbeing studied, ■ . " , / * 



^.DEVELOP>ENT AND pROMOTlQN QP PROGRAM = = / 

41, ■ ETfecttvely utilize! a variety of techniques, such as ^uest speakers during 
, . ''-Careers in Retailing Week''^ speeches in other clasaes^Xperional confer- 

ences/ dress -up days, special progrwns, mass media publicity, and window . 
displays to infonr, students, teachers, and atoinistrators about the program, 

42. Effectively utilizes a variety of techniques^ such as CTployer-employee 
banquets. Individual and progi^am recognition publicity, and various oth^r 
mass media available to him to devtelop a good program image. \ 

SELECTION . OF TRAINING STATIONS MD jPLACEMNT ACTIVITIES 

45 . Does not utilize places of emplo^ent where" students have little opportunity 
, to receive effective, training. . ^ ■ '. , \ 

44. Places students at a second training station when he is /convinced that the 
reason for dismissal was not completely the fault of the student, ^ \ 

45. Secures new training stations for students who had not previously received \ 
adequate instruction in a satisfactory working atmosphere, 

PERSONAL AND PROFESSIONAL RELATIONSHIPS ^ ' 

46. Works cooperatively with administrators on the operation of the cpoperative 

program. - ^ - 

47. Works cooperatively with other members of the business education department • 

48. Is aware of student's problems and offers personal assistance. 

ADJUSTING STUDENT TRAINING STATION PERFORMANCE PROBLEMS (employer suggested) 

49. Holds conf arenas wxCh students who need improvbment and provides them with 
'positive suggestions for improvement, ^ 

50. Holds conferences with training sponsors to^ determine specifle^lly .the 
deficiencies of students, ' 

51. Discusses on-the-job dlff Iclencles with each student individually and offers 
suggestions for improvement , 

52. Works with students individually in school to help them correct on-the-job ^ 
deficiencies. ^ 

53. Provides training sponsors with constructive information to help them be 
more effective as on-the-job trainers, 

' ■ '.'».* 
ADJUSTING STUDENT PROBLEMS Citudent suggested) 

54. Counsels with students to determine the nature and extent of their problems 
. before determining the best way of helping them. . 

55. Listens to students arid calms them down before attempting to help them ^ 
Discusses student problems with employer or supervisor at the training 
station, . . 

DEVELOPMENT AND PROMOTION OF PROGRjW. . , / 



S6. Utilizes personal contacts, direct mailings, and pthe^ technigMes to promote 
the cooperative program, : ^ , , ^ , 1 ^ 



On the basts of the fjjidiixgs of thf study and the optnion of the national 
leadaica of distributive eduaatipn In the follpWlng aiceas of instruction 

shDuld be stressed in both, pre^serylca pjid In-servlce training of Illinois 
office tducation and distributive education coordinators; 

57* Th©^ import&rice of selecting students for the cooperative program who plan 
to pursue a carefer in the occupational area of their preparation as 
cqoparatlve trainees * v 

58, The value^ importance, role and means of effectively utilizing the advisory 
conraiittee for the preparation of secondary school students for the chang- 
ing world of work, - ' 

59* The role of the bmsinessman as a member of the advisory comnlttee or as an 
employer in the placement process * 

-6<)T^-~^h^-nratoa--and-^l^ 

school stud^ts who plan careers in business,^ • ' 

61v The importance of utilizing designated training plans in effectuating the ^ 
cooperative method of instruction, 

62, The value and importanca of teacher-coordinators renewing their business 
experience at regular intervals, ^ ^ ^ ' . 

The following -should be stressed in the pre-service and in-service training ; 
of distributive education teacher-coordinators in Illinois:. \ 

63, ^ The type of jobs for which student- learners should be prepared, 

64, The numbVr o£ hours that student learners should be allowed to work per week 

The following areas of ^instruction should be. stressed in the pre-service and in- 
service education of Illinois office education coordinators r"^ \, 

65, Tlie value and role of business experierice in the preparation of secondary 
school students who plan to pursue' careers in business. ^ 

66, The importance of selecting students for the, cooperative program who plan 

\ to pursue careers in the occupational area for which they will be receiving 
instruction. 



- 176 ^ 



Huffstutler, E. Vaughn^ JteCalXcn,^ Earl L. Study Qf^Needs for VocatlQiial^TechnlGal 
ProfesBional Perionnel Deyalopniant In TexasT^Fiaar Report , , Texas Education Agtncy^ 
Austin, Division of Occupational Research and Development, 1973. ED 087905* 
To determine to what extent presently offered University courses are related to 
these specific competency nejds md to sufvey recent vocational/teclmical graduates* 
. ^ - . , - ^ ■ . - •■ ^ 

INSTRUCTION - PLMNING 

1. Make a job analysij^jL^^ttSCTiMtis^^ 
taught, ^ 

2. Sequence performance goals Cotjeatives) for a course, 

3. * Identify the unit topics for a course/ ' 

4. Determine objectives, for a unit. " t 

5. Identify lesson topics for a unit* 

6. Develop a course syllabus , , : ^ ^ 

7. Develop a course of study, . ' 

8. Correlate unit content with on-the-job and/or laboratory experiences. 

9. Determine group and individual learning/ experiences for the unit based on 
individual differences of students. / _ 

10. Select methods of evaluating studeni^s' performance throughout a unit* 

11. Identify the specific objectives for a lesson, . , 

12. Select teaching techhiques for a lesson, 

13. Prepare information sheets for student use, 

14. Plan student learning experiences for a lesson. 

15. Prepare a lesson plan, 

16. Prepare job sheets for studfnt use.- 

17. Prepare assignment sheets for student use, . 

18. Select methods of evaluating students' attainment of lessoft objectiyeB* - 

19. Obtain textbook, references, and other instructional material , 

20. Develop original inst^ctional materials sych as inHlviduall^ed related 
assignment sheets, transparencies, and charts, ' : 

21. Select tools and equipment for a^ lesson, 

22. Assemble consumable supplies for instructional purposes, 

^ ' ' ' - - . 

INSTRUCTION - EXECUTION 

23. Conduct field trips . 

24. Direct simulated activities.' . ' / 

25. Conduct group supervised study, , • • 

26. Direct students in applying problem-solving techniques, 

27. Present information by the project or job- method, -■ ^ 

28. Direct student study of textbooks, bulletins, and pamphlets. 

29. Direct student study of information and assignment sheets. ; 

30. Direct students in preparing laboratory work or job plans, 1 
311 Provide students with opportunities to apply new InfoiTnation whlle\inder 

supervision of . Instructor i ; " 

32, Introduce a lesson, 

'33, Obtain a summary for a 'lesson. , ' J ^ 

34,,; En^loy oral questioning techniques* ^ _1 

35, Acknowledge student verbal and non-verbal cues or reactions. 



36, EnrlcL Instruction to challenge the abilities of the ablei^ student. 

37, Proyide instruction so that students can progress at own rate of speedl 

38 i Establish frames of reference to enable the student to understand a situation 

from several points of , view. ^ * * 

39* Present a concept o^ principle through a demonstration* • 

40, Give a lecture, . 

41, Give an illustrated talk, \ 

42, Use* analogies to, present information, 

43* Present information' by the use of individualized instruction. 

44* Give an assignment, ^ ^ ^ 

45/ Present information with the assistance of a resource person, ^ 

46, Present infonnation w ij^l^ gxhi bits, ^ j_ 

T7, Tllustfate with mo3^s and real* objects, ^; 

48, Present informati^^with audio-visual aids, 

INSTRUCTION = EVALIW^ON ^ \ 

49, Establish criteria for evaluating student performanoe, 

50, Consider ciMulative data on students' ability and achievement in evaluating 
performance, ' - 

51, Formulate a system of grading consistent with school policy. 

52, Appraise students* products according to performance standards of the 
occupations , ' - . 

53, Appraise students ' performance in relation to instructional goals, 

54, Evaluate individualized' related assignments completed under directed study, ^ 

55, ^ Evaluate student-learner's work qualities, personal traits, and progress on 

the job, . . 

56, Devise self-evaluation techniques for use by students, 

57, Engage -in copperative evaluation of student's achievement with student. 
S8^ betermine grade for performance for on^-the-job and related instruction, 

59. Interpret students* evaluation of instruction, ■ ^ ■ \ 

60. Formutate items for objective tests. 

61. Fbrmulate completion test items, . ^ 

62. Administer teacher-made tests. 

63. Analyze tests for validity. . ' 

64. Analyze tests for reliability. ; , 

PROGRAM PLANNING, DEVELOPMENT, EVALUWION 

65. Collect occupational data' from employers to identify vocational education ^ 
needs, - \ < - • ■ 

66. = Identify the role and function of the advisory coifiini^tee. 

"67. Assist in the identification of the vocational education purposes and 

objectives for the school. 
68, Identify the competencies needed for entry into an occupation,^ 
.69, Describe the occupational standards of pertumiance for each task in an 
; occupation. 

70, " Assist in writing /general objectives for courses offered in the 'vocational 

education program. / " , . ^ * ' 

71. Identify knowledge and attitudes required for the perfdrmance of each/ 
occupational task inc'luded in a course* . : ' 



72. Write student parforraance goals for vocational education purses. 

73. ^ ;Consult advisory, comnittee in developing a long-range prc^gram plan for • 

vocational education , " ' , 

74. MalyEe long-rang^teourse needs for^the vocational education program. 

75. Specify long-rangMracility, equipment j and iupBly neads for the vocational 
education program. \ - , ^ . 

76. Assist in preparing the long-range program plan for, vocational, education . - • 
in the school. ^ j 

77. Maintain continual follow-up infoniiation on placfement, employment, and. ^ 
training status of each graduate o£ the vocational program, _ ■ 

78. Determine the .reasons students d rop-out of t hf vocational programr^ 
-797^A^Wr3^ne7relWSK:^ ' ' 

80. Assess the adequacy of the vocational education facilities and equipment ) 

" " ralative to technological phanges* " ' ^ * . ^ 

81. Dirteminate a summary of' the vocational education evaluation to administrators, 
advisory committee members j and the- board of education. ' \ - ^ 

MmkGEmm / 

82/,. Compile a list of supplies needed for the academic year, 

83. Identify new tools and equipment needed in a vocational course for the 
academic year, , . . _ . * 

84. Recommend reference books and; periodicals related to vocational education 
that should be^ added to the library.. \ . ^ ' 

85, Prepare a capital outlay budget proposal for new equipment needed in a 
vocational course, ' ^ ^ . ' ' * ^ ^ 

86, Plan an operating budget proposal for consumable supplies, services /and 
matet^ials needed in a vocational cbursf, 'V 

! 87. Prepare a budget for estimated travel expenser incurred in vocational.^ activities, 

88. Arrange for additional vocational facilities to accomTtodate expandied 
enrollments and technological advancements in a course. 

89, Prepare purchase request for approved vocational equipment and supplier, - 

90, Supply administrators' with data fo^ vocational reports required by the state 

department of education. " ^ " v 

91, Devise a system for maintaining occupational information and opportunity 

' data for use by vocational students, „ . ^ ^ 

92. Devise a filing system for instructional materials, 

93. Uphold school standards of expected student behavior, . \ 

94. Formulate with students acceptable standards of behavior in vocational 
classrooms and laboratories. 

95. Uphold acceptable standards of student behavior in vocational classrooms 
and laboratorief , ^ 

96, Carry out approved disciplinary action when warrented. 

97, " Encourage studefits to exercise self-discipline. " ' ^ 

98. Control outbursts of fighting and agressiye behavior. ' / 

99, Maintain an inventory of vocational tools, supplies^ and equi assigned 
/■^ to the laboratory. ' ^ 

100. Arrange for the storage and security of vocational supplies and equipment. 

101. Control heat, light, and ventilation ^n vocational" laboratories and classrooms. 
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GUIDANCE . . ,, " ! 

' ' . • e : ! ^ ■ ■ ' 

s . ' ■ ' * ; ' ' ' ^ . 

102, •Maintain an open door policy for student consultation. 

103, Develop Constructive working relationships Miong students* 

104, EnQourage students todiscugs caraer aspirations , 

105, Demonstrate personal concern for the student and his 'family. 

106, Dtmonstrate a regard for and an interest in thf students as individuals. 
107 • Conduct a conference for counseling a student. 

108 • Encourage a two-way communication during a conference with a students 
109* Assist students ^ developingf goo^ study habits* * ' ' .$ 

1 1 0 • R ecogniga p ote ntial p roblems of stu dents. 

T-TIl Assist students in determining ways to best describe t^eir saleable'' skill • 

112, Refer students^ to qualified personnel agencies for ^ccupationar and 
educational infomatlon. . ^ 

113, Establish communication patterns fo^ exchanging irifonnation ^nd for 
cooperating with the guidance counselor, / . 

114, Present information to students on post-high school^ training" and educa'^ional 
opportunities available to them. ' ^ •'^^\ 

lis. Present Information to students on emplojn^ent opportunities. ^ \ 

116, Write Itetters of recommendation for students. - 

117, Assist graduates or seniors ;in preparing for interview with potential 
: employers, \. 

118, Assist students in securing f^and^ filling applications 'for jobs, scholarships; 
educational loans, of college admission, " ■ ' . ' 

SCHOdL-COMMUNITY RELATIONS \ ^ 

,: ^ S . . / - ' - V 

119,. Prbvido brochufres to inform the scnool and coimnunity of the vocational program, 

120. Provide display€^ in the school ahd^dn the cpnununity on the vocational "prbgram. 

121. Express a philosophy consistent with that of the vocational staff, / 

122. Speak to ^school and, conmunity groups on the vocational program,, 

123. Conduct an open house to familiarize members of the school and coiranunity ^ 
with acitivites of the vocational program* 

124. Serve in professional non=vocational organizations to improve the image of 
the vdcationgil program. \- '\- .. \. 

125. Obtain informal feedback on the vocational program through contacts with ^ 
individuals in the school and coimnunity, ^ ^ . 

126. Maintain working. relationships with^the. school supporting staff through 
cooperation and mutual effort. \^ 

PROFESSIONAL ROLE 'AND DEVELOPhffiNT \j 

"127. Identify^ current trends of the teaching prWession, - * 

128, Promote the attainjnent of the goals and objectives of the teacjiing profession, 
129/^ Express a' professional philosophy relevant to the basic goals of teachl^, 
130, Evaluate periodically his. .educational phll^s^ophy in relation to that held . 

by a majority of other members of the teaching profession, 
131* Exchange observational visits J innovations^ and ideas with other teachers*. 
132* Main t|lain ethical, standards expected of; a professio nal e dyiCTtOi% ' 

133, Support prdfessional organizations ttopugh membersMp'^^4 fttitM^yt(':e at 
. meetings* 

134. \Serve professional brganiaktions i^an) officer ai^ojiSiife^r*^^^^ member 
A *' of a committee* V • ^ . 
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135* Represent the teaching profession as a conmiittee member of delegate to, 
meetings and activities of other •professions . 

136, Assist teachers Who are new in the system to understand the policies and 
regulations of the school. 

137. Work with a team of professionals from school and/or coimnunlty on pertinent 
school problems. 

138* Serve coiranunity needs by contributing professional expertise to civic 

pro j ects * , 
139. Evaluate his personal and professional and personal abilities and limitationg, 
140,. Select the position which is keeping with his personal and professional 

141. Maintain professional certification through enrolling in graduate, extension 
and in-serVice education programs* . . 

142. Expand educational/ background and leadership potential by achieving advanced 
degrees , ^ \ / ; ^ . 

14?. Acquire new occupational skills needed to keep pace with technological advance 

ment in his teaching field. » ' ^ ' \ , . ^ ' ^ 

144* Up-date his professional personnel file regularly* . \ 
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Mdore^ Eddie A,; Bender, Ralph E. ' Professional Edueation Competency Needs of 
Groups of Vocational Agri cultural Teachers in -Ohio > Stma^ry Research 3, - 
CE TO4562, ED 110755V " ^ " ^ . ' 

Department of Agricultural Education, Ohio State University, Columbus, Ohio, 197S. 

The upper one-half of the professional education competencies in each cate- 
_gDry^as„4:!atedJ.n^lmp0r4anc e -by— tJi #-^hr ee-^group s-^^o f- voca tional^gri cul^re^eacherH" 
in Ohio are listed,- Competencies in 4ach category were ranked from highest to / ^ 
lowest based on the combined mean sco^s for the three groups of teachers. 

PROGRAM PLANNING, DE\^LOPNffiNT AND EmLUATION - * a?Jp^ - 

1. Identify the competencies needed f^^i" entry into occupation, /: ' 
2i determine the occupations for which training is to be offered in- the 
-vocational agricultural program, \ / 

^ 3, ' Assist in the identification of the school ^s vocational agriculture pur- 
poses and goals. ^ ^ ' 
4* Identify the skill/ knowledge, and attitudes required for the perfonnance 
of each task included in a vocational agriculture offering, j 

5, Assess the relevancy of the vocational ^agriculture offerings. - 

6, Analyse long-range needs for the offerings of the yocatiion^l agriculture 
program, ' / . ^ 

7, Describe the occupational standards of performance for each task in an ^ 
occupation, ' , " ' / ■ 

8, Collect occupational data from employers to identify vocational agriculture 
needs. , , - . - 

9, Recotmnend a vocational agriculture program based on fiiidings of the conmiunity 
survey, . * ^ v . * 

10, Assist in preparing the long-range program plans for vocational agriculture, 

11, Collect student occupational ' interest data tojdentify vocational agri- 
culture needs. - / 

12, Communicate the date, place, and agenda for the advisory conmittee meetings 
tb to all persons concerned. ' " . 

,13, Write student performance objectives for the vocational agriculture^ offering, 

14, ^jppecify the long-range facility, equipment and supply needs for the voca- 

tional agriculture program, *' ' 

15, Assist in writing general objectives for the vocational agriculture program 
offerings, • , . , . r ^ 

16, Establish communication with employer representatives who will be involved - 
in a coiraftunity survey, 

17, Analyze long-range needs for the offerings of the vocational agriculture 
program* , / 

PLANNING OF INSTRUCTION / : ' 

^18, Plan the content of a lesson. ' * 

19. Determine student needs arid interests, 
= 20 . Correlate unit content with on-the-job and/or laboratory experiences. 

21, Obtain textbook, references, and other instructional material, 

22. Plan student learning experiences for lesion, ^ * ' . 
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V ^ ■ ' , ; ^ . ^ IS2 - 

23, Select tool^ and/or equipment for a lesson, 

24, D.eyelQp origwial wstructional mterials sucli as Individualized related 
asslgrunent sheets * tTaiispareneies ^ and charts, 

25, Plan the introduction of a lesson, 

26, Select teaching techniques for a lesson, 

27, Assemble constMable supplies for instructional pu^oses, 

28, Identify the student perfoMance objectives for a, lesson. 

29* Write a lesson plan. . .\ - 

EXECUTION OF INSTRUCTION. ^ 

10/ Direct student laboratory experience. 

31. Illustrate with models and real objects. - _ 

32. Present a concept or principle through a demonstration. . ^ 

33. Demonstrate a manipulative skill. 

34. Reinforce learning, 

35. Enrich instruction to challenge the abilities of the more capable student, 

36. Conduct field trips. ' ' 

37. Direct students in preparing laboratory work or job plans. 

38. Direct; students in applying; problem- solvipg techniques. 

39. Employ question techniques*' / 

40. Employ. oral questioning techniques. . * ; 
41/ Establish frames of reference tfq enable the students to understand a 

situation from several points of view. . 

42. Present information by use of individualized inc-truction. 

43. Introduce a lesson. 

44. Ackriowlidge a student's verbal and nonverbal clues, 

45. . Present information with, the assistance of a resource person, 

46. present information, with analogies. 

47. Present information with slides, - 

EVALUATION OF INSTRUCTION / ' . 

48. Review student progress and/or achievement records to assess, effectiveness ; 
of instruction. . , ; ; 

49. Determine student ^s grade based on related instruction and laboratoify or 
on-^the-job experience. \ ^ . • 

SOT^Establish criteria for student perfomance, : " \ ■ 

51. Devise laboratory performance tests. - ; ■ 

52. Appraise studont^s performance in relation to studfent perforaance objectives i 

53. Appraise student's products according to occupational perfomance standards, 

54. Seek opportunities for self-evaluation of instruction. ■ 

55. _ Administer teacher-made tests, ; 

56. " Engage in cooperative evaluation of achievement with students, " ■ % 

57. Evaluate individualissd assignments completed under directed study, \ 



MANAGEMENT v ^ 

58, ' Uphold acceptable standards of student behavior in vocational .agriculture 

classrooms arid laboratories. 

59, Car^ry out approved disciplinary action when warranted, 

60, Provide approved safety apparel and devices for haEardous equipmerit. 

61, Controi outbursts of fighting and and aggressive behavior. ' ■ 
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62, EncQuafaga students to axeyciie ael£-discipl?.n©, 

63, l^hDld tchool stOTdairdsi of expected student behayipr. 

64, MaJjntaJji a record of safety inst^ction prasented in.cpmpl:kWice with 
safety laws and regulations, 

65, Identify new tools and/ or e^uipsi&iit needed for the academic year. 

66* Pomul ate with students acceptable standards of behavior in vocational 
agriculture classrooins and labomtorias. 

67, Schedule laboratory equipment fox m^i^iOT tttilizatlon by students, 

68, Prepare purchase requests for approved vocational agxiculture equipment 
and supplies, ; ' 

69, Devise a filing system for instxuctional materials. 

70, Arrange laboratory work areas and storage space to facilitate student work 
petf orraance . ' ^ 

.71, Arrange layout of the vocatidnal agriculture laboratory to stimulate the 
occupational envlromient % ; 

GUIDANCE / ' . 

72. Demonstrate a regard for and an interest in students as individuals.. 

73* Demonstrate personal concern for the student and his family. . . 

74, Maintain an open door policy for student consultation, 

75, Develop constructive working reiationships ^ong students, 

76, Conduct a conference with a student, . 

77, Connnunicate with prospective and continuing students during the summer, 

78, Present information to studenti on occupational opportunities, 

79, Recogni^^e potential problenfs of students* ^ . 

80, Determine student's background and environment. ^ ; 

81, Assist students in developing good, study habits, * 

82, Assist graduating students in preparing for interviews with potential 
employers* . ' > 



SCHOOL-COKMINITY RELATIONS \ 

83, Maintain working relationships with the school administration and faculty. 

84, Maintain working relationships v/ith the school supporting staff through 
cooperation and mutual effort. 

85, Plan the school -conmiunity relations activities for the vocational agri- 
culture program, ^ 

86, Obtain information from parents relative to their expectations of the 
vocational agrlctilture program. ' - ' . ^ 

87, Conduct an open house to familiarize members of the school and community 
with activities of the vocational agriculture program, 

88* Procure clearance from the school administration to conduct school -comihunity 
relations activities related to th6 vocational agriculture program. 

89. Obtain informal feedback on. the vocational agriculture progr^ through 
, contacts with individuals in the school and comunlty, , 

90. Acquire information from members of the coiranunity power structure Ce,g, ^ 
political, social and economic pressure groups) regarding their expectations 
of the vocational agriculture program. ^ , 

91; Serve in a community civic^ service, or social organization to imp:roye the , 

Image of the vocational agriculture program, ' 
92, Speak to school and corimiu^ly groups ,on the vocational agriculture program. 
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STUDENT PFA ORGANIZATION ' . 

93. Conduct an oxgtoliatienal meeting for the studerit FFA orgMiEatlon, f 

94, Assist students with, the ftaaiiQial management of the student PFA orgmiiization* 
95 • Acquaint prospective members and their parents with ; the purpOieSs activities i 

.and values of the stydent FFA orgMtizatlon,^ 
S6. Participate in district^ state, regional and national activities of the 
student FFA organisation,, 

97, Conduct a leadership training session for the officers of the student FFA 
organization, ^ 

98, Assist students in developing a yearly program of work for the student FFA 
organisation^ . 

99, Orient students to the stadent FFA organization. . . 
lOQ. Supervise social and educational activities for the student FFA organization. 

101, Provide advice for student entries in the state arid national -student FFA 
organizations, ! 

PROFESSIONAL ROLE AND DEVELOPMNT ^ 

102, Acquire new occupational skills and infbrmatiom needed to keep pace wi^^ 
technological advancement in vocational agriculture. 

103, Maintain the ethical standards expected of a professional ^ucator, 

104, Select the teaching position which is in keeping with personal and pro- 
fessional abilities and limitations, \ . . 

105, Keep up-to-date through reading professional literature, \ 

106, - Maintain professional certification through enrolling in^ graduate, exteiision, 

and in-service education pro grsras. \ . 

107, Exchange observational visits, innovations and ideas with others Un the 
profession, ^ , . 

iOS. Consul regularly with the student teacher regarding plaming^ implementing 

and evaluating teaching, . . ; 

109. Promote the attainment of the goals of the teaching profession. 

COORDINATION — [ ^ 

110, Develop a procedure to insute student's safety and protection in the training 
station* : 

111* Check the student-learner's progress with the on-the-job instructor and other 
training station personnel, ^ 

112, Maintain good working relationships with training station personnel. 

113* Svaluate the student-learner's work qualities/and habits on the job. 

114. Evaluate the quality of the oh-the-job training received by the student 
learner, 

ilSi Assess safety, provisions of the faciliJties and e^lpmeiit of the prospective 
training stations . ^ . ^ * 

116, .Assist the cooperating employer in verifying the legality of employing a 
student-leaiTier in a hazardous occupation. 

117/ DWalop a systematic training plan with the coopeTating e^loyer and/or the 
ori-th€i-Job instructor, , / ' ^ V 

118, Assist the studfent- learner in on-the-rjob training orientation.^ 

119, Prepare the student -learner for. an intewlew with the cooperating employer 
and training station personnel. 

120, Assist the student -learner in the solution of problems related to on-the-job 
training* 



121, Conttol itudent- learner absenteeisin from school Wid oji-the-»job trainin 
122* Deyaiop a ^Im for luparyision oi oii-the^job trftltiing. 

123, P:coylda prospective studerit^learners wttK resgurct mterlals on OQCupa*- 
,tlonal opportunitlas to aid them in selecting a vocation, 

124. ExaiBlne tl^ itudtnt-leajrner's progreis reports to detaCTlne future on-the- 
job training experiences and related instruction* 

.125. Develop a training agreCTient between student- learner, par^nt^ school and ^ 

cooperating en^loyer* 
126* Identify prospective, cooperative employers to provide on-the-job training 
^ stations* 

127, Assess the student-ltomer 'b performance with the assistance of the on-the- 
job instructor t ^ ' 
. 128. Match a student-learner's unique characteristics with an appropriate 
training station* 

129, Obtain suggestions from the on-the-job instructor to guide the selection ^ 
of lessons for related instruction* . 

130. Chec^j. the s tudent-1 earner U process in acquiring skills on the job* 

. 131, Evaluate, the student-lwmer's personal traits and characteristics on 
the job. . . ■ ' 
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ParfoiB^ce-Based CurrlQula Progr^;, Thetentef For Vocational BduQation 
Vocational Teaohjer Cgmpetinay Profile, \ 
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Center for Vocational Education The Ohio State Univerilty, Ohlo^ Augus 

i - • _ , ■ . ^ ' •• - ■ 

I^ROGRAI^I FLAMING, bEVELOPMENT, AND EVALUATION 

I ._ \ ' . - ' ' ' . 

il* Plan a conmunity survay* 

^ 2, Collect and analyse Qonmunity survey data. 

3, Organize or reorganiia an occupational advisory cos^ittee. 

4V Report and use -the findings of a coimunlty survey, 

5. Maintain an ocm^ational advisory conraiitte©. 

6. Develop vocational education prpgrM goals and qbjactlvus, 

7, , Conduct an occupational analysis* 

8, Develop a course ^ of study* . . 

Develop long-ra^ge plans for a vocational program. 
10.. Conduct a student follow-up program. 

11. Evaluate your vocational pTOgram. 

INSTRUCTIONAL PLANNING ^ \ \ 

12. betej^ine needs and interests of students, 

13. Deveiop student perforriance objectives* 

14. Plan a unit of instruation, . 
IS* Write a lesson plan. ^ 

16, Select and obtain student instructional materials. , 

17. Prepare teacher-made instructional materials, \ 

INSTRUCTIONAL EXECUTION ' 

Direct individual and group field trips. 
Conduct group discussions, panel discussions, and symposia. 
Stimulate learning througH brainstorming , buEi group, and question box 

techniques* . 
Direct students in instructing other student^ 

Employ simulation teclmiques. 
Direct student study. 
Direct student laboratory experience. 

Direct students in applying "problem- solving techniquf . . , 
Direct the project method. 
Introduce a lesson." 

Sumftarize a lesson, ■ ^ - — ■ 
Employ oral questioning techniques. 
Employ reinforcement techniques ,i ^ 
Provide instruction for slowar and more capable studants. 
Present information through an illustrated talk. 
Demonstrate a manipulative skill. 
Demonstrate a concept or prihclple. ' „ 

plrect Individualized instruction. ; J ; _ ^ 

Conduct team teaching, ^ J 1=^ ^ 

;Prei^t:^infbrmation, uslng a-suby^ expert f^^^^^r : ^ 
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38, Ulustrate with bulletin^ boards and exhibits. , 

39/ Illusty^te with fflodtls^ ^eal Qbjeets^ a^d flannel boards, 

40 • present inforipatldn vctth oyerhead and opaque jfiatarials ^ 

41, Present Inforaatton with filrastrlps a 

42, Present inf oOTation wit^ flljns. 

43, Present information with audio recordings; 

44, Present information with televised and video-tapad matetials, 

45, Direct prograiraned instruction * 

46, Present infomation with the chalkboard Mid flip charts 
INSTRUCTIONAL EVALUAtlON ' 

47, Establish criteria fur student performance in a vocational educational. progrw 

48, Assess student cognitive performance^ 

49, Assess student affective perfoCTianoe, 

SO* Assess student psychomotor perforTnance, . ■ . ^ , 

51. ^. Determine studa^ ^grades in a vocational course. ^ 

52, ' Evaluate instructional effectiveness/ , " ^ . 

INSTRUCTIONAt MAM(pNffiNT ^ ■ , \ 

Project instructional resource needs, . . 
^4, Prepare vocational budget* > 
55* Arrange for expanding facilities and/or for purchasing supplies for the 
vocational program, 

56, Maintain a filing system, , ^ 

57, Provide for the safety needs of vocational students, ' 

58, Provide for the first aid needs of vocational students. ^ 
5?, Assist students In developing self-discipline. 

60, Organise the vocational laboratory, 

61, Manage and maintain the vocational laboratory* 

GUIDANCE^ . ^ , 

62* Select and use appropriate student data-collection sourcas and techniques* 
63* Gather student data through personal contacts, 

64. Use conferences to help students meet personal, educational and vocational 

needs . ' \ , ^ 
65/ Provide information on educational and career opportunities* 
66. -JLSSist students in applying for employment^ or further education, . 

SCHOOL COJ#n;NITY RELATIONS — ' 

67*: Develop a plan for schbol-community relations, - 

68. Give.presentatioris to school, and community groups to promote a vocational 

'Education prdgram. , 
69* Provide brochures to inform the school and community about the vocational 

' education progr^. ' ' 

70* Provide displays in the school and comnunitj^' on the vocational program* , 

71, Prepare news releases and articles to promote the vocational program, , 

72. Plan/ develop, and present television and radio progrims to promote the 
- vocational jrogram.*_. ^_-^=^^^^ 

73V Conduct an open house, ^ ' ^ ' " ' ' 



74. ProvWe serytce to md jnaintain liaison with meiiibaxs of the community, 
7S*" Cooperate with, state and local educators. * ^ 

76. Obtaiji feedback from the school and comualty concerning the vocational 
education progr™, ' ■ ^- 

^ ■ ■ ■ ■ «^ . ^ ■ . . 

STUDENT VOCATIONAL ORGANIZATION \ ' ' , [ v ' 

77. Develop a personal\;phllosophy toward student vocational organisations; 

78. Establish a student vocational organization; - ^ 

79. ' Prepare students for leadership roles in the student vocational organization. 

80. Assist students in developing and financing a yearly program of activltiei, 

81. Supervise activities of the student vocational organization. 

82. Provide learning experiences for vocational students through contests, 

PROFESSIONAL ROLE AND DE^mLOPmNT 

' ' ■ . ■ ■ . ■■ ^ 

83. Keep up-to-date in your profession and in your occupation specialty. 

84. Serve your teaching profession. 

85. Establish and maintain a professional .philosophy of education, ; 

86. Serve the school and community. . ^ 

87. Select, obtain and maintain a teaching position in keeping with your pro- 
fessional qualifications. 

88. Plan *and provide laboratory experiences for prospective^ 

.89. ; Plan the student teaching experience. 

90, Supervise student teachers. , 



COORDINATION 

9l\ 



Establish criteria and guidelines for operating a cooperative vocational edu- 
cation program, . ^ 

92. Establish and apply policies for managing student, attendance, transfers, ana 

terminations. 

93, Identify and enroll prospective students, , ^ 

94, Identify and secure prospective training stations, ' - . 

95. Place students on the job. 

96. Develop the training ability of on-the-job instructors. ^ \^ 

97, Coordinate and supein^ise on-the-job instruct \ 
' 98.^ Evaluate students on-the-job, 

99.. JPlan and conduct- related instruction. 

100. Conduct an employer- employee appreciation event, i ^ > 



Parkins^ LaTOence. Cofflpetanciw of Trade and Industrial - Teaehers . ED 112067, 

Florida State Department of Education, .Vocational -Teclmlcal and Adult 
Divisioh, July 197S. 

RELATIVE IMPORTANCE OF SELECTEfl TEAClteR CONffETENCIES AS' RATED BY TRAPE AND 
INDUSTRIAL TEACHERS ^WITH MORE THAN THMB YEARS TEACHING EXPERIENCE. 

In order of Importance, ' ' 

1. Maintain a safety "and accident prevention progr^ in compliance with 
\ . safety laws and regulations * ^ ^ 

2, Detennine md provide apprdpriate safety apparel and devices for activities 
of a hazardous nature . - ' 

3 , Assist students an developing pcfeitive attitudes toward efficient work 
habits and quality worfananship, 

4. Maintain up-to-date expertise in one'^ vocational trade or occupational 
specialty area to include ski&s^; knowledge/ and favorable work habits, 

. 5, Display vigor, enthuiiasm an?* interest in students and in teaching. 
6,. Maintain a positive attitude and high level of confidence toward self, 
7* Plan a unit oTf instruction. , , ^ " 

8. Motivate students to develop necessary skills and /knowledge to succeed ; 
in a payroll job. ' 

9. Conduct appropriate procedures for attendirig to medical problems and first 
aid needs of students. . ; . 

10. Correct disciplinary problems consistent with school policy, fairly and 
decisively, / v 

^11, Perform teaching in a neat and workmanlike manner , . * 

12. .Exhibit a pdsitive attitude toward the school, staff and objectives, 

13. ' Demonstrate^ behavioral patterns and ethlc^tl proceduTas impropriate for a 

professional vocational educator. ^ * 

14. Exhibit a positive attitude toward Tecommended machine and tool use and care, 
15* Exhibit a positive attitude toward work and, the contribution of manual 

labor to our society. i ' . 

16, Skillfully use laboratory demonstration teaching methods, 

17, Develop a lesson plan* . ^ , ^ ^ 

18. Comniunicate with students as individuals.^ , ' j : . / ^ 

19. Conduct teaching in an organized orderly procedure, . ... ^ 
, 20, Interpret local, state and national safety and health codes regarding use 

and care of vocational education facilities^ 

21, Include new'and chaMlM Je^hnoXoilc^^ advances^nJaborator-y^and^lassroom— 
instruction. ^ 

22. Maintain cleto and orderly working surroundings, 
' 23. Maintain tools and lab equipment in a highly usable condition, 

24, Construct and use performance exMS, 

25. . Evaluat^' and select textbooks and reference materials,. 
26 • Know and conform to statf laws relative to education, 
;27, Assist students to aevelop'study skills to. produM favorable results, 
28, Appl^ appropriate principles o^ learning to the teaching of trade and 

industriaiw subjects, , . 



29, Ett^bltslL cxttaria fox eyaluatton of student pe^fQOTance in a^trade and 
JjidusWtal gffe^ing, j i '-a 

sa, Asslat itudents In deyeloping pgsitiye attitudes tOM^d. «.he yalu© and 
i^portpjice of public acQeptance and support of yocational education 

31 . Use effective communt cations in behavioral ly, orally and wittan form. 

32. Aiilst the student to develop values, attitudes aiid belief i which will ^ 
enhance leadership performance and potential* ' ; 

33. Organize arid maintain the_ vocational laboratory* ^ . ^ j 

34. ^rSntote m attendance progran-that will provide positive pupil, parent and 
coinmunity attitudes toward regular school attendajie^ 

35. Skillfully use the classroom lecture teaching method, - » 
36- Assist student learners in preparing for jdb-lnterviews, , ^ 

37 r Construct a comprehensive course o£ study to include the course description 
objectiye, instructional content student assigtOTints, teacher lectures, 
and demons trit ions i reference materials and t&ctbooks fend comprehensive 

examination* * . ^ - \ ^ 

38/ Manage, equipment and supplies in the vocatl^^ . 

39, Skillfully ^se supervised classroom or laboratory, .assigned exercise 
teaching methods. - 

40, Skillfully use student problem solving teaching methods, - j 

41, ,Selact7 obtain and design instructional material for individualized. , 
^learning activities in twde and industrial areas, 

42, Make efficient use of time^and materials, ^ 

43, Organize tfnd. use local craft advisory conmi^tees in a specialized voca-, 

tional, service area. ^ -t , i_ u ^ 

44, ^ Promot|, organize, and conduct appropriate claosroom and labor^ory house^ 

keeping practices* . ^ 

45, Assist students in applying for jobs or further education,. 

46 Recognize and provide for individual differences in students. 

47 Develop a procedure to use live lab work Ce.g.i automobile^ repair) pro- 
vidid by .community citizens for most effective learning experiences for 

students. ^ * * £ 

48. Demonstrate professional dress and physical appearance appropriate of a , 

professional Vocational educator, t.- u 

49 Write performance objectives for vocational, education offerings which are 
meaningful, measurable and can be read and understood by the student, 

50, Evaluate and select instructional aids. — , ^ u 

51, Demonstrate appropriate working relationships with. ^other teachers and the 

school staff* V , , ■ , , £^ 

52, .Demonstrate socially acceptable standards of behavior both on and off the 

vocational school premises ^ _ , 

^|_^yge-graphi<^matertal#r-educ instruc- 

tional aids, ^ ... 

54. Inform studentS/^ of current enqsloyment opportunities. 

55. Aid students in developing educational and career goals, 
56- Evaluate co-op students •on-the-job development. 

57, Skillfully use supervised individual lab projects and problems,. 

58, Analyse an occupation. v 
59 Prepare a student accident report using appropriate report forms. 

60* Assist the school in creating an atmosphere in which democratic leadership 

can grow and flourish. ^ ^ " • u 4 

61./' Skillfully use supervised classroom assignments teaching methods. 
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'62/ Evaluate, facilitiei paid equipient needs:' fgr a specialised yocatlonal area, V 
' 63.- Express a perional philQBophy of yocational education 'to include . 

bftflc principles ^of yocattoRal fi^ why It .shDUld tie offeta^ in 

: public .SchdQlf- . . ' / 

64, K[i6w whare wid whan teacher education ^courses are offered, 

65, Assist in establishing admission criteria for students into vocational 
programs. . _ ^ ^ . * 

'66. Skillfully use supervised group lab. projects ajid problems teaching metTipdi, 
; 67. Use the information available in.professlpnal and teclmical journals for 
improved ^Aptfching i . % \ 

> 68, Identify and analyze provisions of locals state and \|^^ral laws pertaining 
to teacher authority and liability. 
69, Skillfully use the individAblized programied instruction teaching method, 
70* Maintain an inventory of classroom andVlaboratory supplies^ tools^'and 

equ}.pment, ^ ' 

71, Preptfte purchase orders for instructional materials, consumable supplies* 

V and coital outlay equipment. , ^ 

72, Identify' and correct situations which Hinder the achievement of instructional 

^•goals* ' . ^ ^ ^ ' . < ^ : ' ^ ^ ' - ' ' ■ - . ^ 

V 73. Prepare matemals,, equipment, and facilities budget for a vocational instruc- 
tional area ^r unit. ' ♦ . 
Z4. Work with colleges and universities to obtain needed professional, tech- 
nical and gweral education sarvic-esv v 

75, Assemble pertinent ^udent data for necessary record keeping. 

76, Infom students of training aijd educational opportunities available to them 
after they complete the vocational .course, - 

77, Promote unit^ and balance between vocational and general education, 

5^ 78i^ Assess conlpetency capability of personnel at the co-op training stations,, 

79, Maintain. favorable relations with staff in other schools, . 

80* Skillfully use the question and answer^teaching method, 

^81. Sequence student learning Assignments for Individualized instruction, ^ 

82, Ascertain the reasen students leaye or discontinue the vocational education 
program , ^ 

83, Demonstrate ^a knowledge of curriculim development procedures ^f or vocational 

, programs . ■ 

84, Establish and maintain effective relationships with labor, management and 
other manpower organizations. " . ' . 

85, Assilst in the orientation of teachers who are n©w to the school system, 
' 86, Assist vocational admlnlstratQrs, engineers and constTOCt ion contractors 

planning appropriate vocational education facilities, . 

87, Plan special instructional strategies .for the disadvantaged and handicapped 
students, . , ' —^"^^"^ 

88, D evelop criteria standards ^fconsi-s^fent—wi^th^^h^i^^ policy) for scoring pro- 
' ~. gress and reporting of student achievements, 

89, Assembia and maintain professional resource material £dr personal use* 
^ 90, Develop a long range teaching plan* 

91, Know Florida prdgram and facility standards. ' ^ ' 

9?. Develop co-op training agreements involving appropriate student -learners, 

i- employing agencies, parents, and vocational school officials* 

93^,. Identify and select appropriate library resource materials, 

94:. Assess adequacy of the prospective co-op training station^ s facilities 

• and equipment, ^ , / ^ ^ 

95, Compile and use appropriate occupational Information and data for 

1 . : counseling students, v 
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' 96* Interpret uphold provttions and regul^iQna; govex^wig tlw 

^plQOTent of student-learners, \ , - : , sv ' - . ^ 

97, Accept gifts or dgni^lons of sugj^ies equj^ent for.thB'^Wgram in 

/ accordance wltK approprlate^atoinistratiye polwy* . 

98, Locate Md^iise comunlty respurces in.instructiom^^^ pl^i^ng mi 
facilities. operation, V ^ r ^ ^ ^ , 

99 , ^ssist students with the solution: to peTspnal^ and sociaL problems , 
leO.^^^^lftilly develop and use oral exams* " ^ ■ - ^ 

101* Use mlscallMeous teaching methods* / _ =: . . 

' 102. Provide service rnid: maintain liaison with members qf the jcoronunlty* 

103. Prepare reports for instruction, ' ^ ^ 

104 . Assist the school administ:ratlon in maintaining ^proper business records r 
and accounts for ^ specialised vodational trade or teclmical program* 

105. Aid student -leamars in procuring work T>eottts from school districts. 
106* Demonstrate a knowledge of the latestrconce^ts^of career education and 

* its relation to vocational education* ^ | _ 
107* Actively pursue an appropriate long-range professional development planv 

108. 'Allow students to participate in the evaluation of instiiiction, 

109. Utilise the latest findings of research about teaching* 

110* Assist the school staff effort to encouragfe 'and stimulate the in-service 
professional preparation and growth of femow teachers. ' 

- Ill, Select and secure. co-op training stations! ^ - 

112* Use transparenciest^effectively. / . 

113* Identify problem areas needing research ftudy; 

- Il4* Organize and maintain a job placement prSgram -for students*^ ^ 

^ lis* Establish a system (cpnslstentlwith schabl policy) for repairing, and 
servicing classroom/laboratory tools and equipment, w j "* 

1L6* Skillfully use large group of small group discussion teaching methods* 
'117* Skillfully develop and use picture exams. 

-118* Assist the student to^effectively wor^ with people, in various groupings, 

organizations and agencies* / ^ , ^ 4.- 

119* Inform students, parents and school ^fficials how yoctttional education 
' objectives are derived, stated and used* 
120 Conduct follow-up studies of .former Vocational students, 

121* Pre-assess a student *s competency level for prescribing 1^^^ m ^ 

a variety of appropriate proficiency tests* . . ■ _^ . ^ ^ 

122* Analyze test items for discrimination; validity and reliability coefficients^ 
^123 Skillfully use the student recitation teaching method. 
'^124'* -Relate the' vocational educational curricula to the total instruction m 
a comprehensive high school curricula* j 
125* Plan, prepare and conduct an open house to promote a vocational education 

program* - ■ % ^* _ ' 

■126* Support appropriate professional, social and civic group organizations or 

associations* ^ j i 1 

127. Identify and utilize services provided by national, state and local _ ^ . 
professional organizations. » . ^ \^ . . J. 

128. Identify aTO provide for future influences which areUikely to bring change . 
■■' * to vocational 'education curriculum* ^ 
129 Establish and maintain a plan (consistent with school policy) . ^r use of , - 

given vocational laboratory and equipment by other vocational school per- 
sonnel and outside groups* , . ^ 
130- rt^epafe promotional materials to explain vocational programs to the lay public. 
,131. Assist the school administrator in determining student/ customer cost billings ^ 
for equipment usage and materials consmption. . .. ■ ' 
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132, Give 'pW&antiLtlont to coipiunitjr groups to p;co^Qte ^ ygcatlonal education 

133, SW;ilftfily dey^iop and use jnultlpl© ehotct ^ca® it^rji, 

134, Pliji the intemsh. ^ asqpwianee for future teacher^i, , = , 

135, Maintain m up-to-iate "professional personal file, 0 

136, Reproduce initructional materials using appropriate ayailalsle sullies 
and audio-visual equipment, ' - *^ = ^ 

137- Identify groups of students to be served ajid the tjT?es of org^i^ed yo* , 

cational prograins offered for preparatory md lextension^^laBies. ; \: ^ f ^ 

138, Provide consultant -servwes to local bmslTi^ss and -l|i4u ' v ;^ 

139, ^ Conduct community tod labor market surveys. / ,w . - . > , ^ 

140, Improvise organisational and procedural arrangementV^wM enctfurage; 
and dtve'^op deraqcratic procedure in the attack on vocational education . ; 

problems, ^^^'^'^^^^7"^" . ' ^ /dVv^- / V^" / ..^ 

141, SkilJ-fully develop and use matching exam^.items,^ n ^ ' / 

142, Skillfully use free* elective laboratqry projects ^^eaching,^m^ ' ^ 
.143, DeTelbpr^ararTnual plan for school -community relations, \ . , % 

h\ i^4y ^\Quide, plan, develop and participate. In the VocattonW^ ^ 
^ ^ , of America (VICA) activities, / V: ' ' f. ' • * 

V145' Relate educational foundations CSocibiogicai; psychological^ philosophical 
^ V and historical) to voca'^ional education. situations. - ' % V . 
^ M46,f Conduct a leadership: training session fb^ the student --officers of VICA, . , 
147. Promote public awareness of a coiranunlty suryey findings; » ; 

\^B. Interpret local, state and national results on issues affecting si^port 

fo^ vocational education, . ; 1^ v ^ ^ ^'f - 

149*, Discuirj the relatlonahip and differences between the aims, goal ^ and ob- 
jectives for secohdary education, iMustrial arts education 1 vocational 
education and career education. V " " ^ 

150, SMllfuily develop and use miscellaneous exto ite ^ / V 

151, Inferpret and apply the Florida State Plan for the administration of. 
vcrcational education programs within the^ vocational school and.administration 

152. Obtain data and cpmplete reports, for locals state ^ and federal government 
agencies regarding the operation and evaluation of vocational progrM3% 

153, Utllir^^tudents' cumulp^tlve recorded' data for planningUeducatlonai 
expei^eiices . " \ > 

154. Skii 1 fully i develop' and use tru^-false exam^Utems^, ' — ^ - 

155. Prepare travel and expenseyi^ud|ets, " . ■ v ' < , 

156. Identify federal, state and "local agencies responsible for adminlitering 
vocational -education. ' . - .. . 

157, Maintalii a file of publica^tions available / 
15Sp^ Skillfully develop and. use suyective essay exaiH items. 

159,' Relate the histoyy and development, of vocational education tO- local * ' ' \ 

state and national social \and Economic growth, 
luO. identify and' Interpret the major acts of federal legislation which laid 

the foundation tor today !,s vocatl6nai education progr Ms. ^ 
r61. Prepare articles for publication in professionar and technical journals, 

162, Skillfully-*use home work assigned exercise teaching methods, ^ 

163, Relate the history, and trace the developrtent of the labor union movements * 
and lts>lnfluenc^ on vocational education. * - ; 

164, Assist with non-instructional school activities (1- school playground 
supervisory 2, bus duty, 3, chaperoning, etc.)-. 
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ttsWf'sllSrMfine t^^^^ and responsibilities "o£ both learner,, and the 



physical management o£ the learning enVi^TOifiient 



20i 



m 



Haridla hostile ficts dacisiyely- 

Express displeasure in l^he act and npt the person. 

Design behavior JDOdification systems which produce desired :changes^in4,the 
classroom behavior; i-e», discipline • |^|f^^ 
Demonstrate knowledge o£ the ethical -procedures of a prof essioMl^* ' 
Use correct oral and written communication • 
DeiaiSftstrate a commitment to teaching. 

onstrate awareness of the purpose and programs of approprAa^ 
essiqnal associations. ' V .^v ^^-- 

eep abreast of.prof essional development3 , societal needs , and techndl©-: • -'J^^^ 

^ical advances* * — =.J=^ _ _^ 

. 44; '/Demonstrate a respect, love and empathy, for learners as growing, developing 
and feeling human beings, , - t 'z^ 



^Ak-^: 41', 



i:->, . 
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■•'■Division of Vocational. Adult, Cp;mnunity College Education; Oregon State 
University, Corvallis. VTO 13610, ED052376, 1971.' 



INSTRUCTIONAL PROCESS 

1. Provide practical ^shop or laboratory experiences to enhance classroom ^ 

learning/- , . . 

2. Motivate students "in the classroom, shop or laboratory. 

3. Utilize individualized instruction materiali and techniques . _ ^ 

4. Develop classroom insttniction based upon the individual needs of the 

learner. , . ^ 

5. Provide appropriate practice for development o£ basic skills, 

6. Use the information contained in professional journals for personal im- 
proyement o£ instruction. 

7. Teach at the student's level and rate of learning. ^ 

8. Maintain student attention during classroom presentations or demonstrations. 

9. Develop sttdant^ learning activities to^^f^^ 

10. Relate current events associated witli your subject matter area to class- 
-room^ instruction- ■ ' 

11. Be stimulating in your work as an Instructor. . ' 

PROFESSIONAL IMAGE . ^ ^ ' , 



12. Adapt your appearance and appeal to acceptaoie standards tor instruction, 
13!' Adhere .to the code of ethics adopted, in your (comm. zoll/ smcondBTy 

school).' . . ' . ' \ 

14. Organize or wo^k with local vocational advisory conmittee- 

IB. Maintain a clean, orderly laboratory or classroom. 

16. Participate in professional organizations related to your subject matter area. ^ 

I?] Utilize the services of local and state (vocational education agencies. . 

is! Maintain discipline in the classroom, shop or laboratory. . ^ ^ 

^*|f ;^r^l9. Participate-in^ outside trade, business, ^or_ prof essional__Qrg^i2at^ re- > ^ 
I'v lated .to your subject matter Erea.- 

20. Comramiicate your ideas, or point of view to other instructors or administrators.; 

21. Inform stiidents of the nature and requirements of specific occupations. : 
> 22, Work cooperatively with^^ the cotmmmity. 

Vprbparation for instruction I. ' _^ ' - . • 

S??/:'ly:23: Int^^ arid objectives of vocational education. 

424. Develop audio-visual ^materials for insttuctional purposes. 
^1^25.-?. Select text^books aiid instructional materials for the classroom, shop or 
"W.-j =;;Vlaboratory^^^^^^^ ■ ^ ^ ' ' ■ • , ^ " . 

\26, i Develop objective tests to m'easure achievement. . ^ ^ 

^\27;^" delate the course of study to measurable performance objectives. 
v;28! Break down an occupation or job into its component parts for instructional 

- '^^^^^^ w . , . • 

j^295^^ytfrite perfomanc , . . . 



mi 
ma: 



L^2^^3p.^; 'Make a daily lesson plan. 

^4^n5^i\\^EVfiluate the effectiveness of a classroom or laboratory demonstration. 
^^Jr f^^.._^_„ performance tests tp. measure achievement,- 

subjective tests to measure; achievement. 




^itvVlNSTRUCTIOimL , ORGANIZATION 

§;.f. ^ ^_ _ , 

5^1'* 1 .^4- Interpret the innovative provisions of the Vocational Act as amended in 1968. 

J|:r/Vl35. Interpret the goals of general education. 

|Cc_36. Interpret the histpry of vocational education. ^ - 

|:{1^\"37.' Interpret state certification requirements for instructors. 

fl^'.Vj J8.. Assist in the development of the total (community col lege/ secondary school) = 



^^v^^.,. - program. 

Interpret the state specifications and requirements for vocational facilities 
||^:u 40, Interpret the philosophy of the comprehensive Ccoramunity col lege/s 
school). 

41. Interpret the philosophy of the [commimity* college/secondary school) in pro - 
viding vocational programs for the student. 
Wip. 42- Provide special training or assistance to disadvantaged and handicapped 
students.' . *^ _ . 

43, Use the State Plan for Vocational Education in securing reimbursement for 



vocational programs * ^ 



IK A Interpret the -history of education, 

.45. Formulate your o\m educational philosophy* 
^ ! . 46* Utilize' state guidelines for curriculim ^pl^ning* ^ - 

J.,' "47, Identify the similarities and differences between the goalj of general-^iapd 

vocational education . ^ , .;JV ' . - 

- ' 48. Inteipret the objectives of vocational education to others-^ - \ 

49. Conduct conmiu nit y BU T\ r ^ y fi t9 Ifp p tnvfi Tngtm^ti ^ n ^'^ ^ l ^Y \ --p Tn ^f \ mr ; . — — 

; ^ 50, UiTtin^ish between two or more educational philosophies J" ^ ^ 

£4 . 51. -Use counseling techniques to help students solve perional and social problemi 

Ix :* 52. Interpret the socio-economic class structure of the' local community in je- 

lation. to "students enrojled in vocational progrMS. 
4>. ; 53- Identify' acceptable community social behai^iors for instructors, - 

54. Identify local community^ power structures and pressure groups, \ 

55. Interpret school policies. ' - ' . ^ '\ . 
S6V : Provide programs for the students with special needs. . — ? ^ 
57. Write articles for news releases, ' ' - 



I^v-r^ .r--/ - " - 198 - . 

• \ . . . ' 

US?-'"- ' Vogler, Daniel E. , and Patton, Gregory. The Development and Impleaentgtion Of 
Pre-Service an d In-Servlce Oceupatlonal Teachef Educ&tlon Progrigig Designed ^ 
^Kil!? ; •■^it'c^tl HcaliQn avA Bacd ilauireate Digree MquRemfents . -Pfojeet Report No. 3. 

Hi": -'. " , ^ , » 

r^i!-", .School of Education, Michigan University; Ann Arbor. Mlchigahi "Juiie' 19741 

^\ 1. Write a lesaon plan, 

2. Plan the introductit^n of a lesson* 
- 3. Identify the unit topics for a course, 

j^T^r 4". ~ Identify lessgrtoplw^or" ir rortT^ — - -_ ~-- . - 

''"'^"S. DatariiinenshjactivM^for^a^mii't 



6. Write student performance goals for the vocational education courses* 

7. Determlna student needs and goals. ^ ^ . . ^. 
a. Identify the specific objectives for a lesson,.*/ , * 

^ ^'-,9. Sequence performance goals (objectives) for a course. 

10. Determine group and individual learning experiences for a unit based on 
individual differences of students. 

11. Plan student learning ejcperi-enees for a lesson. 

12. ' Plan the content of a lesson. 

13. Write content outline for a unit. ' . 
'14. Select teaching techniques for a lesson. 

* IS. Plan the summary of a lesson. 

16. Establish criteria fo^' student performance.^ 

17. Select methods of evaluating students ' .perforaanca throughout a, unit. 
' iq>ler>t TP^t h"^^ n€_^^ liiRt TnfT^^g :toA^ats^-attai mont of le ss on o bjeo ttyw?- 



19. Review student progress and/or^ achievement records to assess effectiveness 
of instruction. - - " 

20. Formulate multiple choice test items. ? . 

21. Formulate essay test items^ r , ' 
'22. Formulate true-false test items. 
/23. Formulate test items for an oral exam. 

24., Formulate matching tfst items, 
I 2S. Formulate completion test items. ... 
K?^^^'.£i.26. Present information through individualized inst^ction. 

^V>JrN<'^ 27. .grange for students to evaluate their own progress. „ J 

?vfe^'^^ 28. ~ Engage Tn^oo^ 

^Pi:? 29! Appraise students \ performanceJLn_rela^ion to inst^ctional goals. ^ :j 

Pif}!';^ 30! Appraise students' products according to. performance standard^ 6f the 

If' .occupations. ^ ^ . • " '.V'^ • 

fes"- ' 31. Evaluate individualized related assignments completed imder diractsd. study.,. 

; 32.' Administer teacher made tests, - ' ^ . . , ' 

?W V ' 33- Direct student study of information and assignment sheets. . ■ - " - ' 
^ 34, Direct student presentations. . 
3SV: Direct student presentations describing activities of the vocational program. 
- ^ 36.1^ Direct students in instructing otfter students. ^ ^ 

fi 37'.' Lfead group discussions. . , 

-'x^y ^ SSV^ Conduct panel discussions. 

39;' Direct students in applying problem-solving techniques.- 
Uty 40,. Conduct brainstorming sessions. ' ' ■ ' 

41. ^ Conduct group supervised study. - . . - 

42. ^ Present information -with analogies. ' 



r 
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_ 43. Present infoms.tlon by the project jnathod. , . 

|fi?;^^44^i:_ with^students_.proc^dures.JirMch^pravide_fDT.Jtheir^ 
'"^^^-'-^^^ ^ ' - p th& evaXuation of instruetioii, - v ' - 



sf^^^F^ Givs ap/ lllustrat.ad^talk. -. . 

|^i|;;4 study of taxtbooks^ bull at ins, and p^phlets. ' 

4S. DtoOristrW© a mMlpulatlv© s^^ . 

?.49, -Present a concept, or principle through a deiionitratioii* 

^JKv 51 V Employ 

52. Introduce a lesson* 

53* Conduct huzz groins* ' - ■ \ 

54; Prese nt^ lttformatiQn^hrough ;teain teachingp . - - tV -- 

5^;;?^^^" Involve Vhe students in plarming a unit 



Mi 



56. Enrich inst^etion to challenge the abilities of the abler ^lid^ant * 

57. Bstablifh frames of referfncp to enable the students to understand a situa 
' tionrft'om several points of view* \ -!\: ^ 

is. Apply non-verbal techniques such as gestures, facial expressions an^ silence, 

59, Employ reward techniques, - - ^ 

60; Conduct field trips, . . . 

61* Obtain fuimnary: for a lesson* ; . ■ - ^ . ' " 

62. Employ oral questioning tec^l^ues, ■ 

63. Reinforce learning. , ^ V v - — , f vV ■ ■ - 

64. : AcHnowledge student verbal and non-verbal cues* . \ / : 

65. vl^hold school standards of expected student behavier. _ - \ % 

66. '^ Uphold acceptable standards of' student behaviour in vocational classrooms ^and^ 
^ laboratories. ' ? < . , , ^ ■ • / - = - ■-■ ^- ' - — — \i — — 



"^/v: Couti^ol outbur^Lb uf tignting ^na aggressive behavior* c 

68. tarry but approved disciplinary action yrt^en warr^t ad. . 

69. .Assist students in developing good study habits* > ^ ' / ^ 

70. Recbtd vocational students^ attendance aOTordlng;"to school policy. 

71. Fomulate a system of grading consistent with, icj^oi policy^, ; yii ; . / 
72w Record vocational students.' grades according to school policy i, -^^^^^ 

73.^ Express a philospphy reieva^nt to tho basic goals of the teaching profession* ' 
74*V Promote the attainment of the goals and objectives qf the .teaching profession* 

75. ExpresJ : a philosophy consistent with that of the vbcatlonaF-s.taW , 

76. Express a philosophy consisterit with the oSjectives of vocational and', 
technical education* - ^ ' - - 

i7.7 .-Supports-professional organizations -throughrmembership and-^attendance^t 

/ meetings. : . . • , * ^ . . . ^ . 

78/ Use- a self-analysis form to evaluate^ onels personal arid, professional abilities 

and limitations, : , ^ ! * 

79, Evaluate periodically one's educational philosophy in relation to that held 
' by a majority of other members of the teaching prof essiQ|i. . 

80. Review general objectives for the program.^ V ^ 

81 * Assist; i=n: the identification of the vocational education purposes and ob j ec- 

' tivesvfor. the school*, \ . 

82* ^Provide prospective student-learners with resource material^ on occupational 
: opportunities, to aid them in selecting a vocation* 

Present information to students on occupational opportunities* ; y 
84> Dev? je a system for maintainingrocpupational. information and opportunity 

- data for use by vocational students. , - 

85. Serve in professional non-vocatipnal organizations to improve the image of --^ 
the vocational program. ^ ' * , " ^ 
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86..- Contact state depaitment personnel regarding the, to be •loUowgd ,in 

■ . oieanlzing ths studBnt vocational organlzatton. .'^'X."".'' , 1. ."^ 
•S^T^St students in developing a yewly progxaro qfjacti|itws.of the student. 

vocatijonal organlaatlpn., ; . ) . ll .^i. • *.™«*4rt«ai ^ 

,88., ; coorduiate Student Vocatioiial prgsMiatlon acitivj.tw|mtk instw^^ ^ , 

, 89/ SSi^ain^rfile of pSlicat^ ai/ailablr for^ ' 

' = organization,* , , ^ ^ ^£ - 

'90. MaiBtain ths student voqatlolml orgmitoatiQi^ an integral part of the 

instructional program, : ' _ / ^ 

91. Evaluate tha student vocational orgailizaUon^___ 
92 ,_M£i J^^ta^the^^ 

vocational or gani 2 at ion . , ~ ^ / ^ . ^^^---^ 

' 95; Prossfit infonnation with sound motion jicturw. ; . . 

94 Direct written programme instruction. , 

95. Prdient information wit the asslitance of a -resource perspn. , 

96. Prbsent information with film stripi.^ ^ ■ ' ^ 
97 Present infomation with an^pa^e- projector, ^ _ . S 
9s! Involve students in the .preparatioh 

99. Develop original instructional fliaterlals such as indiyidualiied related. ^ 
assignmant sheets, transparencies^ chart $.^^^^^:^^ ^ ; ^ ; ^ 

100. Present inforaation with sin^^^^^ ^ \ 

101; birett the, use of simulation materials* ; : . 

102. ^Present Infoipiation with an overhead projector. ' . ; 

103. ■ IlKistrate with models ^and real olsjects. 



105. Employ question box tephnique. _ „ 

idej Prepare instructional mci^ a spirit duplicator, V ? 

107 pT'asant information with slides. / V . \.' , V ^ 

loa'. iSpSe instructional (hard copy and transpareney) material w3.th:photocppier. 

' las'. Present information with vb^letin. boar 

110; present information with audio: recorder. , v ; , ; ^ , v,,' • 

lit. / Present irifcirmat ion HtK^ t^^ 

112 Seel^ opportunities for self-evaluatid^ 

' device* and instructional media such as vldeO:,w , 

113. Present infqrmatibn with % video recorder or xlosed circuit television. v 

114; " Devise a 'filing system: :Mr instructional; Mterials. 

us! Present Information with the aid of a £1^ , ; ' . : ' 

116. Present information with the aid vof a c^^ ^ ^ • . 

117. Present information with educational television. ; . / ; 

118. Present information with a. phonoRraph. v : ^ / v ^' 

119 Direct teaching machine programmed instruction. - _ - 

120 Obtain textbook, reference and other instructional maternal . , 

121 ' Examine own feelings about people who differ from onesel| in social class . , 

122 Examine own feelings about people who/differ from oneself, in r^^^ v 

12S^ Exiinine own feelings about people who differ from oneself in background.. 

124: Examine interpretations of situations from differences in background, v 

125. Examine interpretatiofts of situationr %om differences in subculture. _ 

■ i'26; ; Demonstrate'Bn understanding of what it is like to : live m the inner; city. 

127.' Demonstrate 'respect for students as individuals.. _ < . 

128 . Consult .local sources- CMESC and others) to obtain information on emplo/=^ ^ 

' * ' ment prospects for graduates of Inner .-city occupational programs. 

'129. Identify current trends of teaching in the inner city-. , ' . 
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Identify elective practlc©! of teaching in the inner city, - ; . 
Establish criteria for seiacti 

tlonal programs in your OQcupatlonal ares; ... 
Identify personal habltg, of Individuai students* * ■ ' 'y'y-^'''-' ■ ^ 

Idantify^ttltudes of Indlyidual students, 3 ; . ; ; ^ 

Obtain information ^ istud^^ : y: ^ ? ^ r . 

Obtain inforaatlon^regartingjstude^ Vv= v > ? ! ^^^^^^^^ ^ . 

Assess the relevancy of the vocational course offering . - 
Identify the strvlces rendered by meti'opolit^n area public service agencies; 
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APPENDIX C 



Competency Lists Part 3: For 
Middle Management Positions Sueh 
As .Coordinators Department Heads , - 
Supervisors , and Itfork/Study Cooperative 
^Education Coordinators , 



Five Lists from National Studies 



^Hu£f stu*i#r-*afid-4fe6alluii. . . / , 
Unf ver i ity of Pittsburgh . . . . , 
Meyar s Crawford and Klaurens . 

Paries • • 9 9 * • • • • • « m • • 9 t 9 9 9 « • #'i 

.Temple. . . w * * . * * . * * ^ * . * . . . w . , , 



. .pag^ 207 
. .page 213 
. .page 232 
-9 •page 234 



CI' 



.STUDY OF NEEDS FOR VQCATIQNAL-TECWICAL PROFESSIONAL DEVELOPMENT IN TEXAS ; ^ ; 
final report. Texas Education Agtncy^ Austin j Diviiton of . Opcupatlonal rj} 
Research and Development, 197S. ED 087905. ^ _ [ \'i 



PEDGRAM-ELANNINO, DE-VELOP&ffiNT-^=#^D-Em-U^KN- 



^4, 



Collect occupational data from employers to idantifjr vocational education 

^nseds,-= — — — 7!'^ 



- -1- 



,2. Identify the role and function^^of the advisory conmittf©* ^ ' ^ 

3, Assist in the identifieatibn of the vocationaP-education purposes and- 
objectives for the school, ' » '^^/-*'^T -'^ ^ ' 

4, Idantify the compatericiei needed for entry into an occupation • 

5. Describe the occupational standards of perfomanco for 'each task ST an 
occupation. ^ ^ , / - ; • ' 

6. Assist in v^iting general objectives for courses offered in the vocational 

ed program. - " - ' 

Identify knowledge and attitudes required for the performance of each 
' occupational task included in a course, 

8^ Write student parformance goals for vocational ed courses, ^ ^ 

9- Consult advisory coimn^ttee in developing a long-range program plan for yo- 
catipnal ed. - _ > . . , . 

10. Analyze Ibng-range course needs for the vocational^ ed .program, 

11. Specify long-range frcility, equipment, and supplx^needs' for the vocational ^ 
ed program. , ' ^ _ 

12. Assist in preparing the long-range program plan for vocational ed ip the 

school , ^ ' ^ - - ^ 

13. 44aintaln continual follow-up Information on placement*, employment, and - 
training status of each graduate af the vocational program. ' 

14. Detemine the reasons students drop-out of the vocational, progr^^ 

15. Assess the relevancy of the v^ocational course offerings. , 

16. Assess the adequacy of^ the--vocational education facilities- and equipment 
relative ta technological changes, ' ji - 
Disseminate a summary of the vocational education evaluation to. admlnistra-' 
tors, advisory committae membarsj and the board of education. ^ 

-MANAGEMENT ■ ' ' ^ • ' , ^ 



18; Compile a list of supplies needed for the academic year. 

19. Identify new tools and equipment needed in a vocational course for^ the 

; academic year. ^ \ ^ . 

20 V Raconunend reference books and periodicals related to vocational education 
that^ should be added to the library. _ 

21. Prepare a capital outlay budget proposal for new equipment needed in a vo= 
catiohal coarse, , ^ ^ _ - 

22. 'Plan an npftrafetogq^adftet-^irQposal for consi ^^ supplies, services, and 
materials needed in a vocational course, ^ 

23. Prepare a budget for estimated travel e!^enses incurred in vocatipnal ac- 

, tivities. ' , . "V ^ 

24. Arrange for additional vocatio nal facilitigs to_ acMiimCLdatejxpanded en-- 
— rpllments "and "technological advancements in a course, ^ 
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'^5 ^ V Prepare pu request for approved vbcationai' ^ti^m^t and. supplies;* ; 

p^if:26. Supply admlnistrato^^^ data for vocational rep 

Deyise a system for maintaining^ occupationai information and; oppOTtunity data 
^^(D^^uM^tiyo^oMtioK ^ / ' ■ / \ 

Devise a filing system for instruetional materiais. , ; ^ / 

^old a school standards of expected stv^ent behavior, ; / 

Fomulate with students aceepta in vocational class- 

^ rOOTis and lateOTkTOriwr . X v ■ ' 

SI,- ^hold acceptable standards of s;tudent behavlp^ in vocational classrooms : ; 
and laboratories . . ^ . ■; ■ \ 

-32/ Cairy OH%-app^O¥ed:^-dis^ warrenl^d, ' ^. ^ ^ ^ / • ^ 

33 V EncQurage students to exercise self-discipline, ; v J; :; r 

r34^ - "(Control outburs and^agres^ilve^^behavior. 




35.. . Maintain an 'Inventory^ of vocational toolsj supplies/ and^^ipment assigned 

' to. the. laboratory, ' V '» ~ - ■ ' ^' 

36/ Arrange for the storagf. and security of vocat^ontfl supplies and equipment 

37, Control heat, light, and ventilation in VQcational laboratorier and c 

■ ] rooms* ' \ ^: ■ ^ " . '^ "/-•. ^ " '- ^ .;. ■ . / 

GUIDANCE ^ .^v. : : ^ ' ' - - 

38, Maintain an open door policy for student consultation* . 

39/ Develop constructive working relationships Mipng students, ^ 
40/ Encourage stuSents to discuss career aspirations, 

41 V Damonstrata personal concern for the student and his: faunlly. ^ - 
42*- Demonstrate a regard for and an interest in the students as individuals* 

45, Conduct a Conference 7f or counseling' a stiident, : . ^ , . 

44, ' Bncourage a two-way communication, during a conference^ student* ' 

4Si^ Assist vStudents in :daveioplng good st^y habits* / " V " / 

46, Recbgnfie potential problems of students, , ^^'^ --^^i-'y^r/ L'-^ 

i 47 * Assist students in determining w^s to best describe their ; saleable: skills, ^ 

48* /Refer students to qualified personnel agencies for occupational ftipdeduc 
.V tlonal. information, ■, \ . . . ' / 

49r^ Establish: conmuMlca^ information and . for. co^er- 

ating, with the guidance^cpun /' / / 1' 

sa* Present information to students. on post-high school traii^uig;; 

, opportunities available to them * ' // / / ■ 

51 . Present informatibn to students on emploj^ent opportunities . : ; . . , ■ . 

52/ Write letters of recommendation for students* . ^.S' ■ ■ ? 

55 * Assist graduates/or seniors in preparing for; interview mth potential ^ 
'^^v.--^-.<^.en^loyees-, " "-'^ . , - ^ .i - ^v-"^'^"- .'^ ' '--^^ - ■ \ =. 

54 •"Assist students in securing and filling applications for j^bs, scholarshipsV 
/;V educational loans, of college admission. / • 

v: , SCHdOL-CONMJNITY^^R ;> . . ' / / 

55* /Provide brochures to inform the school and community of the vocational pro- 

56/ / Provide displays in the school and In the community on the -vocational pro- . 

j . / gram . . ■ , . ..• ■' . " \ ^ - • ' ~ - = -^^ ^ ^ ' 

S7 . Ej^resi a; philosophy consistent with that of the vocational staffs- _ _ 

^58/ Speak-to-schoo^-and communl^^ on the vocational pro-am, ^ - 

;59v Conduct an open house to familiarise members of the school and community ; 

v^/ with activities of the vocational prbgrajn, / ^ 
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60. Serve in profeisional non*vocationar organisations to improve the image of 
th© vocational program. ' ^ > ^ ^ * 

61 ObtaiTi^ informal^ feedback.^o n th e vocatdonal program through: contacts witji 
individuals in the school coiranunity/ - - , - _ 

62 . Maintain working relationships with the.fschool supporting staff ^ through 
cooperation ^.nd mutual effort, 

PROFESSIONAL ROLE AND DEVELOPMENT 

63* Idnetify current trends of thf teaching prof ei^ion. 
fiA Pyomni-Pi the attainment of t he goals and objectives o f the teaching. profession* 

65 . ' Escpress . a .prof essional philosophy relevant to the^basic goals ^ ot , Machtngp^^^^ 

66, Evaluate periodically^ his educational philosophy in relation .to %hat held 
' by a majority of other members of the teaching profession. . ^ . . 

67, Exchange 'observational^ visits J innovations a and ideas with other : teachers , 

68. Maintain ethical ^standards expected of a professional- educator* 

69 1 Support^rofessional organizations though membership and attendance/ at meajt- 

, ings. - , , : 

70> " Serve professional organisations as an officSr and/or chainnan or member of - 
'a co^ittee. 

71* Represent the teaching profession as a committee member^ or delegate to meet- 
, ings and activities of other professions. 

72. Assist teachers who are new in the system to understand the policies and 

regulations of the school. . ^ • ^ :^ ; ; ^ ; - ■ • ■ 

73 Work- with a team of professional from school and/or conmiunity on pertinent 

school problems. ^ ^ . ; ■ - . . . - v 

74* , Serve community needs by contributing professional, expertise to ciyic projects 

75* Evaluate his personal and professional ancl personal abilities and ^limltationsr 

76. Select the postlon which is keeping with his perional and professional abil- 
ities and limitations. V : / : V 

77. Maintain professional certification through enrolling in graduate extension 
and in-service education programs. 

78. Expand educational background and leadership potential by achieving advanced 
... degrees . : " ^ .= ^ - v ^ • .• • «• .' - - ' , . 

7a. Acquire new occupational skills needed to keep pace with technological advance- 
ment in his teaching field. 
80. l^-date his professional personnel file regularly," 



/School Education, University; of Pittsburgh. Competencies of Vocattonal , Admin- . 
istrators g Prepared for tha^Task Forqe Subcommittea of the Pennsylvania Vocp.tional ' 
fl^^t^ Teacher Education Advisory Committee, November 1, 1974.; 

^Z-^ ^ ' . . ;- ■"" 

' ' . . • ' Middle Management - _ = 

, Category: I. Philosophy and Objectives . ' - - . 

• ■ _ ■ 7" ■ , ^ \ - ^ . ' ' 

1,-; Contribute to development and interpretp^tion of a philosophy, of vocational ^ , 
^ - , '\ education in terms of its o^bjectives, goals, and- purposes and ^t hose of general 
educati9fi to provide direction to the total educational program. 



2. Develop leadership^n^Bveieping^^broad viewpoint which does not restrict 

thinking to only one or two convent iontt^narrow areas of vocational^ education* 

yi 3. Utilize and promote in others an adequate working knowledge of the history • 
i>:v . - .. .. and development of vocational education through a knowledge of each^sp|Wce-K 
.^fe ' area within vocational education, ^ ; ^ : ' . v 

i^ k >^4*^ Identify with and support the forces md organizations that^ tend tovrai^e the: > 
- standards and practices of vocational education* : l;r - /-^ 

4 V Category II ! Organisation- and Administration v ^--^ 

5, Assist, in the development of and utilize a system :by which local policies ar 
considered, adopts * Implemented, interpreted, evaluated, and revised w^ 

' essential to the operation and improvement of school -functions*-^^^^^V . . 

6. Assist inA^the interpretation and administration of federal / state^ and local 
: policies that govern and regulate the jpperation of a vocational program, ^ 

^ 7 . Assist In the development pF short-range Cone^ >reaf ) and Ipng-rang^, (f iw : , 
/• /years) administrative plans. ^ 

va;^ > ■ . ■ . . ' t : ^: - ^ ' ^ . ^- . 

' RevleWj for educational implications, the federal and state ^resources and - v 

y organizations that ax^e authorized to provide training programs for dlsadyan- ^ 

. taged, handicapped, and other persons, not included in the rfeg^lar^^^ 

y^^^ program'. ■ ^ ■ \, ' ' j v. T 

.CVi>.''9.- Review' and identify appropriate special federal and state funding opportunities 

tV:ilO. Develop with assistance proposals for ^special federal and;state funding. 

85*%!..: Develop, direct, and maintain the school's instructional and safety program ' 
: . basfed on legal reqiiirements and safety standards (Occupational Safety and 
T'::) Health Education Act) pertaining^ to vocational education, - ^ - ; ' 

f?i^ll2*-r ^Participate in the devalopm^nt of and in^lement^ a comnmiucations ' system^ with 
y chief schofjl adminlstratQrs, committees^ governing boards t educators 

g^H ^'^^^A^Ti^^ -r^£a-rHTTi£^HiinatioTial goal^ and purposes^ lEur- 
: activltiasj and^all other subjects of importance con« 

):^" ' , cemigg the educational program. ' ... 

rt/'-i^^^ Assist in the development of, maintain, utilize effective techniques of public- 



^ ^ ^ ' , , 1 X . , . /-^^^^.l^s^^^- 



relations (e.]?. brochuresT news releases, meetings,- conferences); and'^;e9Bnn 
||T^if:nl-,U:\ cations with participating schools, parents, governing boards%^ and^'the^publi^^ 
^V?vi\'^ ' Vat large improve the understanding and support^^of vocational, education 

,14^ . Maintain and interpret an organizatioijial structure chart and/ or descriptiojn/, V 
showing the relationship of positions, individuals, and programs ,to the^drgan^^^^^^ 
V/'^' ' ization as a whole. , - . - / ' 



'Sf ' ' ' ization as a whole 



||f\^?Us,.' Request Knd utilize assistance and cooperation of stateUtaff and^felUw^^^^ 



It^yfhj^ ^ administ-^ators in promoting, developing, Uiaintaining 
* ^ " eatiohal program 

i??lf;'"^lft. Administer a records management system which will provide safe /MdVeffiCi^^ 



M^Ityi^<^-,^ ^^^'^^i^'^^S^ for the school's documents and records^^ 
%ff^Z' '-^-'^' records, public information items, etc) 





supplies to„ those on the staff who need or- may find the mate 



of interest vand valu^ 



19^^ Assist 4n the development of and implement a systfm to maintain up-to-date ^^^^c^j-^^-^^ 
teachers' and students' handbooks and written operations procedures . v. ^i^v^r^S^-^^^^? 

20. Utilize legal counsel for faculty and staff on the legal implications of the 
- . teacher/ administrator, /teacher/ supervisor, teacher/ teacher, teacher/parent, 

^ and teacher /pupil roles. . ^ * ^ -''"kH^ 

e , ^^^^ ^ * « 

,21. = Develop an in-school student LluncHlprogran 

- ^' 

• ^ Category: -^'IIIv Instructional Progra m 



, — f^jr - f , 'v. 



P 

22. Develop -and maintain an 
^ ^education instructional 

|>- '23. Developed direct a sh^.. ^^^^^^ ^^^^^^^^ 

^ ' studentslg^rhich will provide vocational instruction m accordance with ';>estSDr^:i^^^^^ 

lished goals, policies, regulations,^ and standards^ ^ ' ^^'L Si'C^-^^' °v>\V3'i 

24- Prepare and submit specific recommendations for major course and/or program ^ 

changes to ^propriate committees or governing board. 7 ^-^^ MdS^^ 




it i 



25. Assist in identifying specific legal implications affecting vocational stUf I?*^^ 
^ dents in hazardous occOTations. , > - ■ ^ " . -^^w^liiSS 

26. Administer the development, maintenance and revision of courses of study^^ 
an instructional resource center and instructional software and hardware to^^ ^"'* 

' implement the total instructional pVogram, ' _ ^ r— ^^-^ 

>27 . Review and analyze the job market,, student interests, initial cost, and on^..^.SSyM 
going cost related to existing or -^proposed specialized vocational programs, 



$ -■ 
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■m':-'-:.- ■ ■ - ■ . - '209 - - \ ■ .■ . 

-= ■-■■, = ■.;. ^ « ■ • . ' - s ' ■ = . - . 

28, Ricomnand and administer the work of outside curriculum 'spaciali3ts for assist- 
"r^ ' an^ in developing curriculum. ^ ^ = . , 

^29* Aisiit in identifying members for and administer appropriate service area ^ 
H - (craft) advisory committees to assist in detexmining curriculmn content. 

30. ' Develop and monitor a system for evaluation of the quality of instructions* 

V 31* Develop mi administer a realistic, flexible, and workable schedule of ; course 

i::^:-:;-^ ' offerings* 

- 32* Develop and direct the utilization of specific perfomance standards for all ~ 
111 — ^ occupational areas. _9 ^ 

33; Develop a grading system compatible with or convertible to the grading systems 
used by participating schools. . ' ^ . ^ 

34 V Prepare agre^mepts with^ community sources for providing additional progrra ^ 
. opportunities, . - _ . / / . ., V 

' ^ . Category: IV. Physical Facilities . 

77 , 3S~ . Assist in deteminnng the specific needs for adequate and. appropriate faclli- 
c ; " ties to operate an effective and efficient educational progxian. ' ' . , , 

^ 36i Prepare recODffliendations for essential clmnges^ arid alterations of the physical 
TT^ facilities to provide improvement or axpMsion of the instructional progr 

^ 37, Assist in developing a plan to acquire the needed; facilities to operate an 
^ effective- and efficient educational program. - ^ - 

38, Prepare^ with others, recommendations for new and different types of equip- 
ment to keep the Instructional program compatible with the needs of business- 
and industry. . . 

: 39. Identify external vocational education facilities to ^ accommodate^xpanded en- 
rollments and technological advancements related tt5 the vocational program.- 

;i'Y40. Assist in procuring when available, suiplus equipment, tools, and supplies 
/ ^ ' from ftate and federal diSperial centers. \ 

^:.i'i41* .Develop and administer a p^gram to pro\ude Regular inspections throughout 
wi;-- , ' the school, including instructional areas, to locate haiardous conditions 
f . / • -arid take ^^hose steps needed.to correct unsafe conditions, - ^ \ ^ 

%;;J42.>^ Assist in the development of a security to protect the school building and . 
' ; equipment from damage and thaft, ^ . - • . . 



: '1 - 



^\ V,-43V Develop' and supervise a' system for receiving,-, storing, and distributing all 
^'Hw. . " supplies 'and materials, ' * ; 

-;u :^44V, " Assist in €he development of the policy to regulate the use of the school ' 
^^'^ -'^ .building and facilities by outside groups and Individuals. . • 
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Pr- :V., . ' , - 210 - ■ ■ ■ . ■ 

t?<y A^. Develop woik. loads for buildings Mid grounds maintenance and . custodial staff . 

k V- . Category i Finaneial Planning irtd Management, • ■ 

^ ;■ 46". ■ Develop, with the assistance of selected staff members, the fiscal operating 
KrV- ' budget in line with approved program planning and established priorities. 

■ 47. . Establish, maintain, supervise an acceptable accounting system, providing for 

. checks and balances and, audits, for the control of all appropriated^sch ool ^ 

• . ' monies in line with the approved.stateaccoimting manual. 

48. Assist in developing and implement a fiscal management procedure for acquir- 

■ - ing operational funds through taxation, advance payments, vouchers-, and revn- 

buriements . " — — . ~ 

49. Assist in developing and Implement a program of investments and interest- _ , _ 
' bearing accounts for inactive funds. ' ■ ■ *^ 

50. Prepare periodic reports to the governing board and appropriat^oper^ting com- , 
inlttees relative to the financial status_o^he-3chool-. — ; 

51. ' Establish and mai^t^in a perpetual inventory system to ^accurately account for 

equipment, tools, supplies, and materials. <■ - T 

52. ' Supervise the administrative details of the appropriate insurance programs 

^carried by the school and the insurance program which will be offered to 
students as school insurance, ^ 

53. ' Implement a system for approving travel .expenses for members of the staff. 

54. Prepare and maintain a schedule of charges to-be made for school -produced 
item's and for services, rendered.- ^ , . ■ 

- 55. Assist in the development of and implement a, procedure for establishing pri- 
' *f orities for the use of funds and other available resources. v . 

<• ' 56 Assist in determining the appropriate criteria for writing specifications for 
T • the purchase of equipment, tools, and supplies in accordance with the .school . 

. code. . ■ \ . , " 

'V 57. Keep informed of and comply with the regulations _ regarding the use of bids' 
telV " . in the purchase of equipment j 'iupplies,.., and , s 

58. " Prepare specifications for the purchase of " equipment, tools, and supplies.; 

-:- 59. Prepare appropriate recoiranendations to. the authorized purchasing agent for 
■ ■ purchase, ■„ ' ■ - ■■_ ■ * .-■ ■ . 

. 60'- Assist in preparation of long-range projections of needs for facilities, 
•■ ' equipment, and supplies and financing of existing and emerging vocational 

educational programs . - . ^- . , -. 

'61. Assist with the preparation of materials for and promotion of .passage of bond . . 



erJc 



issues affecting the voeational education pro g*ams, 

'9 9.0 



stesilt in detannining the numbar of professlqiiiLl ajid .nonprofassional support 
parsons which are raquired for tha efficient and eaonomical operations of the 
school. ' ; , 

Devalop, with tha assistanye of thosa eoncemed, -and auparvisa the implamenta 
tlon of ^ position dascriptlons^pecifying tha duties md 
-persons filling each of the established positions. v ^ 

Assist in davaloplng and implement a systeifl for reconmanding and saleating 
staff members by? (a) developing selection criteria, Cb) using e£fe^t_ive_^ 
interview skills * a^d C^-) effectively- conmuwicatingrecoroiendatlons,; 

Implement a checking system that all faculty.md staff personnel hold valid y 
certification. , . - ^ 

Develop and implement an induction and orientation program for^^al I new per « 

sonnel. - - ^ - . •;; 

' -■ ■•- .... .. , ._ , . . - 

Assist in maintaining a record pf special assignments' daj^egatad to members . 
of tha faculty so as to eliminate.ovwloading. of iome persons i : 

Participate as a recognised J eader and advisor in the field of - occupational 
education within' the school and .the -community. 

"Develop; _ maintain, and ptomote good human relationships in, all dealings with 
the staff and student body and holding Inviolate personal business and po- 
litical Infoimation. . , ' ,^ - 

Develop* maintain, and promote an active and professional relationship with 
state, county, local educators. 

Participate as the liaison representative between the vocational school or /' 
department , and all participating schools. . 

Assist in developing and utilise an equitable ; and sound salary structure.; for: 
professional and nonprofessional personnel. - , , ' f 

Assist in developing soundj fair, and reasonable -personnel policies; incl^^^ 
those referred to as "fringe benefits," . . ^ ' / 

Assist in developing and implement a plan to involve individuals in making 
decisions which affect them. \, 

Assist in developing, utilising, evaluating the procedure by which members ; 
of v*fhe staff can have a fair and impartial discussion of their problems, 
complaints, and grievances, i f . . ? . 

- ' ' ' • ^ . / " " ' ^ 

"Assist in maintaining a confi dential personnel record^ system for all members 
df the- staff • ' ~ " 

Determine and administer a roster of substitute teachers. 



78^ " Provide leadenhip to deveiop solidarity of pui^ose within the staff. 

79. Assist in planning md direeting and participate, in staff meet ings .that have 
^ purpose Mid offer a challange tb^membars of the staff* 

80 , _ Assist in developing i and partiQipate in an^ in- s ervice education-^! an :r alatad; 
™- — the teaching and administrative staffs including 

provisions for Inward mobility ' : 

81* ^ Participate as host and/£»r provide escorts for Individuals or group^ that w 
' visit the^schodlv - - —-~ ^ 

82. Develop and promote comnunicjtion and professional Wlatioriships with local 
^,_^rivata and propriitary seho^ ; 

Category: VII. Student Personnel - , . 

83 • Assist in deteTOining the basis for determing the number of students that can 
be accomodated in ^he total program, - , ^ » - . 

84> Develop, administer, and interpret policies and procedures', in cooper^^ 
with the participating schoolp, for the selection, oMeritation and regi^ 
tion of students in response to community changes for entr^^nce Into^the voca- 
tional program/ ' - ; ' 

85, Develop and direct with participating schools, procedures for determi^^ 
coprdinating compulsory attendance and keeping of attendance records* : 

86. Establish a conqsrehonsive piidance progr^ within the school land in coopera- . 
tion with participating schools including placement and follow-up of- all 
students, graduates and early school learners* ^ ■ , 

87 * Participate, when appropriate, , in cotinseling with students and parents * 

88* Plan and administer a school transportation system, where applicable. 

89V J Administer the medical service program that is maintained for the welfare of 
, the students* ^ . ^ ^ 

90* Develop a ;program of studtnt government* ^ / * 

91. Approve and administer essential supervision of student social, recreational— 
and athletic activities Including vocational youth organisations^ when .these 
are a recognized part of the vocational program. ^ . / 

'92* ' Develop, with assistance of other staf f ^members , "and 'ad^ a system fqr i 

handling discipline cases that have been referred by members of the staff to 
the ajdminlstration* 
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jMe^er, .Warden F -CrawfoTd> . Lucy^ an^ KlaurensV Mary iC CdordiTmtlon in 
CoQpayatlve Vocational Education ^ ^: 

ColiMbus, Ohio; Chaxles E, Merrill , 1975, 

- - l\ = FOR TEACHER-COOWINATORS 



1. PROGRAM BLANNING,. DEVELOPhffiNT AND EVALUATION 
V (10 Cluiters) . 

Clustef s 



PerfoMartce Elements^ 



Vocational Survey 
(11 elements) 



Survey Prtpp,ratlon 
; (Syelembnts) 



1* Siorllclt assistarica oi vocatiorial #duca- 
tion parionnel from the statt department 
and/oi5 iiniyerslty. in conducting a voca* 
. ' tional education .surveys . 

2. Obtain administratlva approval for con- 
ducting a vocational adueation suxv 

3. Organiie a steering comraittaa to assist 
in pre-planning activitieB of the 

= vocational education: survey*^ 

4 . Publicize tha purposes' and obj activas 
of the vocational education iiirvay* . 

S* Involve advisory conmittee in con- 
ducting a vocational pdycati^n survey, 

6. Identlfy^tha .gaographlcal. area Which ^ 
a vocational aducationsuiyay Will ba^ 
conducted. ; • 

7* Devise a plan of act ivitias for- the 
. . survey staf£ to : £61 low In conduct 

vocational . education suryay. ^ 

8, Establish /comunlcaiion-witJ^^ 

=— reprssantativei^^^^ in 
; vocational aducatioi^ sury^e^ 

9. byie^t the suryay staff to' t^ ^ 
and rasponslbilitias in^ . j, : 
vocational' aducat^ / 

10. Suggest a vopatlbnai education, pro granf 
\- ■ based on analysis of community survey. 

11 . Disseminate th©: feelings of the^^v 

- educttlon^-suTOey/;.^^^^:'!;;; ;;-v:^;}:a=/; ^-^-^ 

12. Adapt an existing vocational ed^at 
survey form to locai iieeds. 

13. ' Recruit teachers and ;pildancecounse ; 

to participate in conducting a/vocatlonal' 
' ' , education survey* '-' , . V'^,; 
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C:.^ Consultation fox Surirejr ^ 



Administrative Approval of 
> ' Advisory Committee . . 
(2 elements) 



E . Advisory Comiltt ea 
(9 elements) 



Occupational Sel6ctidn 
C4 ©laments) 



14, Direct students in. the collection of 
data for a vocational education su3fvoy, 

- ^ V 1 

15. ConsultJtejMal office of the U;S~. 
* ~ ^^oyftant Service to obtain infoimtimi 

_ — on roan-powar"^xends^and needs, 

16. Consult ChambOT of Coimnerce to identify \, 
area raployars to be contacted in voca- / - ^ 
tlonal education survey. , ^ - 

17, Persuade labor representatives to psrtif ^ 
clpata in vocational education survey. 

18, Obtain school board authorization for ° : 
organizing an advisory coMaittee, ^ 

19. Obtain atoinistrativa g^royaX of the ' ; 
selected advisory conmiittaa i^membars , - 

20* . Identify tha role and function of th^ 

advisory committee.,- , \ 
21- Establish the criteria for sel action of 

advisory coraiilt tiS' member s. - 

22. Publicize the establishment of the 
advisoi^ committee r its, m^bars and its 
function to the school conmiunity. 

23 . Orient advisory commit t^a members tO . 
their role and ftanction.'* 

24 . Plan the annual- agenda^ to be considered 
by tha advisory committee- 

25. Serve as secretary to advisory coiranittae. 

26 . Conmunicate the date, , place, and aganda^^_: 
for advisory .coimnittae maetings^to" all 

^ parsons^cohcemed . 

27. Invite resource persons who can provide^ 
consultation .service to attend advisory " 
committee meetings. 

28. Serve as liaison for the advisory conraiittee 
and the school administration. 

29. Detemine the occupations for which 
training li to be offered in tha voca- 
tional education program. ^ ' 

30. Collect^ student occupational Interest 
data to identify vocational education 
needs. 

31. Identify the competencies needed for 
entry into an occupation. - ^ " 

32., Describe tha occupational standards of ^ 
^ perfomance for each task in-,an 

occupation. - , \ 



G,-=- utilisation q£ Myx^oxf 
- Coj:pittee~ wd^L^or^foi 

eXemants) 

~FDllow-up~ of Graduates 
(2 ©lementi) 




Plimnlng and Evaluation 
of Vocational Education 
Prograins / ^ ■ ■ 
(10 tlements) 



Long-Range Planning 
(6 elements) 




33, Consult adyiioiry Qpmmittet-in regwd to 
——planning an analysis of an occupation. " 

34, Analyze geeupationi with ag^lstance of 

; employers ^d llibo3r representatives 4 ^ 

35, Maintain continual follow-up infomation 

i on placement I .:»jii^loyment and training -\ 
status of eacK graduate c£ the vocational 
progrim. 

36, Obtain follow-^ data from employers 
of vocational education students* 

37, Assist in "the Identification , of the * 
vocational education purpose 

-and objectives for^the school, ^ 

38, Determine thr reasons students drop out 
of the vocational pyogram^. 

59. Ideilti^ ^lmowledge£ Mid ^attitudes required 

for the ''performance of each - occupational ■ 

takk included In a course. 
^ 40. Develops vocational courses by clustering 

and sequencing related-tasks— ^ 
41. Assist in v^iting general objectives 

for courses offered In the vocational 

education program. ~ 
-42. Write student per foraance goals for - 

vocational education' courses. 
43 . Review- supervisory evaluation reports 

for assessing the vocational program. - 
44 * : Assess vthe relevancy of the vocational 

program . ^ - . * 

45. Assess the adequacy of "the vocational 
education facilities and equipment t ^ 
relative to technological change. 

46. Disseminate a sunmjary of the^vocational 
education evaluation to administrators, . 
advisory committee members , and the 
board of education. I t i 

47. Assist in preparing thtf ,long^^%:ange 
program plan for ypcatioaal^^^^^ 

in the school. ^ L 

48. Consult advisory pommitte'e/ij[i develop- 
ing a long-Jange^program,forv vocational^ 
education,-^^ . - ^'^^ ' ' ^ V'^-c^V ^' 

49. Analyze long-range course needs for the \ . 
vocational education program.' 

50. Identify long-range needs for employing /. 
^ faculty for the vocational program. 

51. , Specify long-range facility^ equipment' 

and supply needs— for -the vocational ^ 
education program. ,y'' \ • 



II. INSTRUCTION PLANNING 
. C7 Clusters) .. 

i, Clusters 



Hi 



^ICi Objectives md Pwformanee 
i Gpals 

(3 alemants) 



,L.^ Student InvQlvement Im Unit 

- Planning ^ . 
/ (I element)-' ' 



M. Itait Planning.^ 
(S^elementsj 



Unit Plans for Indivl- 
duailEed .Instruction^^ 
C2^^1ements37r^ . 



1 



Preparation p£ Instructional 
Materials . / - 

(3 elements) ^ 



Instructional Materials * 
Equipment and Suppl ies 
(S elements) 



1^^:;- -y^^-;^ ;>-.:V- :elements) ■ ' 



S5. Review genera 

: progrto,:-^V7 ^- '," 

54, Review student performance goals ^^^/^^ ^ 
- developed for the program^ plan* : 

55, Seciiienoe perfomianM^ 
tives) ftr a coursev^V^^^^^^^^^^-^^^^^^^ 

56, Inwlve the^slnidents; iiVjt^^ 

" ■ - of -a^ unit "^■A'^-/-■•^^^■■^'■ ■''V^;-^V 



'57-, Detertini objectives :f6^ " 

58 . Identify the imit ^bpic^ f^^ a; course . ; 

59, : Write content qut^ 
60^ Identify^ ieSsbhjtbp^ 

61 , Select^met^ds 

^ , performance throughout m unit ,. , - , 

62 , Cq^elati unitreontent with ph-the^ j ob 
^ ~ahd/or laborrtory experie^ 

63, Determine group and indiyW^ 

^ exparlences fot the ^unlt. based \on^ Indi-, ' 
: v^dualv differences ;d£^^ ^ 

64 , Prepare ihst^SEtibnal material s^^W^ 
a spirit di^licator .v^^^^^^ 

65 , Prepare Instructiohai- materials with a 
mimeograph iinachl^e^^ - ■ ^ 

66, ■ Prepare instructldnal Chard^ c^ 

transparency) materials with a^^^^; _ --^^^ 
^photowpler --"^7^^: y' ■ 

67, Dweiop original instructional mater 
such as individualized related assign^ v 
ment sheets> trattsparehcles , .chartf , 

I 6d, ; Iftritd prograuraned inst^ctibn, ; 5 

69, Obtain textbook^ reference and other ' 
iristructlorial material.' , . 

70, Assemble consumable suppliiss for . ^ 

: / instructional purposes. ' . 
J 71, Select tools and ecpiipment for a lesson. 

72, \^ Identify. the specific objectives for a 

lesson* ^ ; 

73. plan^'he-cojitjeiLt_pf a- les son. 

74, ^Plan^ the introduction of a lesson.' 

75. Plan the summary of a lesson. 
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76 4 .Plan student leaning experiences 

for a lesson. _ 
77„, . Select teaching teetalqueg for a lesson, 
78, Write a leiioh plan. • 
79 i Select a method, of evaluating students 

attal^ent of lesson objectives* , 



III. INSTRUCTION EXECUTION 
(13 ClustersD 



Clusters 



Performance Elemints 



R, Introduction and Closure of 
: Lesson ^ ^ . \ . ^ ^ 

S . Teacher Centered Technique 
n (5 elements) 



80. Introduce a lesson. , 

81. Obtain sumnary for a lesson. 



82. 
83, 

84. 
85. 
86. 



Giva'ajn assignment. . ^ . 

Prosant infonnatlon with aid of chalk 
board. \ ' / 

Employ oral questioning techniques. 
Give a lecture. . 
^ive ta illustrated talk,, . 



T. Teaching Techniques 
' ^ (7 elaments) 



IS, Traditional Educational 
Technology 
; (2 elements); 

y. Educational Technplogy 
(8 elements) 



87* Apply non-verbal : techniques such as / 
gestures j .facial expressions, and ^ 
' silence. - 

88. Establish frames of reference to enable 

^ . the student to understand a situation ; 
fromvseveral points of view, 

89i— Acknowledge student verbal and non- 
verbal cues* \c ; ' 

90* En^loy reward techniques^: ^ 

91 . Preseht infoiination with analogies . 

92. Presentf info™ation through case r ■ 
s tudy pr obi emsir — -r} --- ;/ - 

93. Direct students in*^^plying""problera- 

■ - solving "techniques, ; ; . . . 

94. Present information with silent motion 
..pictures, ^ ^ . 

95. ^ Present information with radio. 



96, 

97. 

98. 

V 99. 
100. 



Present infoimatlon with phonograph 
records . 

Present infoimation with audio tape 
recorder. . , . ^ 

Present ■ inf oraation «with overhead 
projector *^ . , v , . 

Present information with Glides. 
Present information with an opaque 
^prnjiSfitjar* 



101. Present information with filmstrips* 



102, 



. 103, 



Visual AAds 
CS elemantsi 



Directed. Study 
, (2 alaments] 



Yi>p,Iridtvidualizad Initruetion 
(3 alaments) . ^ 



Laboratdry Instraction 
(6 alamants) 



Intarsetlqn Tachniquas 
(11 alements) 



BB. Inatruetlbn by Studants 
(2 "alamants) ^ 



: y (3 elemants) 



Present infoOTP^tioh 
plcturas^ \ 
Prasent Info^OTWion 
films. 



sound motion 
strigle concept 



104 . Presaiit infoCTiation with buli#tin boards , 

105. praaent infOOTltion mth ^hiblts 

106^ ^esant information with aid ©£ a flip; 

' chart^, - ^ . ' ., ; . . r ' \ 

107. Present ihforftation with aid o£ a v 

flimnel board, \ . 

108. Illustrata with modal i wid real objects, 

109. Direct itudy pf -tesctbooks^ bullatlM^^ ■ 
and pi^hlati^ _ : ^ v „ . ' - 

110. Direct -sttidant study q£ information: and 
apsignmjOTt sheets . ■ . .. - : : 

111. ' Prasent inforinatlon by th^ use o 

individualiiad Instructibn. ■ I 

112 . ^ Enrich instruction to challenge the - 

abilities of tha abler students ^ 
113 . prqHda remadial work /or slower studants 

114. pemdnstrate a manipulative skill - ^ 
lis. Present a concept or principle through 
/ a demonstration, > ' * 

116. Direct student laboratory axparienca, 

117. Guide student progi^ass through use q£ / 
'operation aand/ or job shaats . ^ 

118, ^Direct 'student ^aparing laboAtory 

- work or'^job plmi* : - -u s 

119, Present, IrifOOTation by the project method 

Lead groiip discussions,* ^ ^ , 
Conducts group supervised study, » 
Present Information used in a prepared 
skit. ^ - 

Employ question box technique, . 
Conduct panel' discussions, ^ 
Conduct i>inposiims, 
Ipnduct debates. - . 

Conduct tusz groups. 
Conduct brainstorming sessions. ^ 
Empl^ rbl^playing techniques . 
DlractXthe use of simulation material. 

Direct s^dant presentatians* . 
Direct itud^Tits in instructing other ; . 
students,' \, / 

Present information with the assistance 
^ ~ of a resource pers^ffT ' . ^ . ...^ . . - 
134, : Conduct field tripsN 




131. 
132, 



133. 



CC, , Ccont'dr ' . 135. 

DD, Educational Innovations 136. 
. (6 elements] 137* 

138. 

. ; ■ _ . ..^ - J-SB^ 

■ 140. 
, " 441. 

. ' if ' , ' ■ 

IV, JNSTRUCTIpN-EVALUATION 
' (8 clusters) 



Direct students' in gathering' Infoimatiw 
from spuyc t s In . the ^conununity , 

Direct written prograiiroed instruction. 
Direct teaching machine pro grainmed 
instruction. 

Preient information by computer- ^ 
assisted instruction, ' ^ 

Present Infonnation with educational 
television progrrts. 
Present infonnation with videotape / 
recorder or closed circuit television* 
Present information through te^ 
teaching, ^ ^ 



.EE. Student, Parformance Criteria 
and Evaluation ' - 
(7 elements) 



142,. Formulate a system of grading consistent , 

^ withschool policy, . 
143/ Jstabllsh criteria' for student performance 
I44* . Consider cumulative data on students V 
ability and achievement in establishing 
perfOMiance standards. " * 

145. Administer subject matter standardised 
tests 4 ■ ■ . ^ ■ y ^' - a 

146. Appraise students performance in rela- 
tion to instructional- goals .=:^ 

147 Apprais^^tudehts products according^ ■ 
^ to performance standards of the oc^upa- ; 
\ . tlon, - ' " / : v V-,-' ' \ ■/ ^ . ■ 

,148/ ^ Determine grade for performance for on- 
.\\ the-Job and related instruction. ^ 



FF. Student Involvement in 
V Evaluation , \ 

' fS elements) ' . - 



149. s Devise self-evaluation techniques for 
/use .by students.t^_.. : ^2^^: 

150. : Arrange for stirfents to evaluate their * 

own progress, ; • 

151. ForTnuiate^ cpoparatlyely :wlth/s " 
■ : procedures which provide for their 

participation In the evalu 
instructlohi , 

152. Engage In cooperative evaluation of 
achievement with students, xV. .^ ^ 

153 . Jnterpret students evaluation of 

. \ ' instruction. . . - '. - •.- 



GG , Eyaiuation of On- the = 
\. Job Experiei^es ^ . 
.C3 el^n^^nts) 



154, Evaluat-e student. learner's personal 

155, ' Evaluate student learner's work qualities 

: and habits on the job. ' 

156, Check student learner's progress in 

~ acqulTinX^^in^^OTr^to^^b^ — — 



'f^Ati'u'-"- 



HH*^ LibQxatQry Tests >id 

7::^"^ fRa^JjSg" Sheets^ 
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157- 
ISS, 



Devise labojratory perforoance rating 

sheets, 

Devlsa l^bQxp^tory per&CTanca rating 
tests. ' / ■ ". ' ■ n 



II . Forawlatibn af Test ItCTS 
C6^1 wants) 



JJ. Administration and 
w ^ Analysis of Tests 
^ (4 eleB^ents) 



KKl Evaluating Inst™atlon 
, (3 eiemt^kt^^) ^ 



LL* Taaaher Self 'Evaia^ti,<m 
C2 elements) 



1S9, 
160. 
161. 
162* 
16 
164. 



16S. 
166* 
167* 
168. 

169^ 



171. 
172. 

173. 



Fqrmulate tyue-falie itenjs. 
Foxnulate ffiultipie-Ghoiee test items* 
Formulate matching test items. . ^ 
Forttrtilate completion test- items. 

late essay test items. ^ 
Formulate test "Items for an oral 

examination. 




AMinister teaoher-made tests. ; : 
j^alyza tests for validity, . 
Analyze tests for reliability. 
* Devise ease, study problems. 

Revie.w stude'nt progress and/or . 
achievement records to assess^ a£f ec- 
itiveness of instruction. ., 
\Bvaluate quality of on-the-job training ^ 
received by the student -learner. 
Evaluate Individualized related assign- 
ments completea under directed study. 

Seek opportuijitles for tolf-evaluation 
of instruction through self -rating , 
devices and instructional m^edla such as 
video or audio recording. ■ 
Obtain inforaiationfoom fellow teachers 
-supervisory personnel regarding the 
quality of Ms instruction. 



v. MANAGEMENT ; . 
(7 clusters) 



MM. Budgeting, and Supplier 
(7 elements) 



ERIC 



174n Plan an operating^* Budget proposal to^^ ^ 

consimable supplies * services and materials 
needed in a vocational course. 

175 . Design a procedure for acquiring the con- v . 
' sumable supplies .and materials needed 

in a Vocational course.^. 

176. Prepare purchase requests for approved 

0 vocational supplies and equipmeyit. . " ; , 

177 . Arrange fdr the storage and security of ■ 
vocational supplies -and equipment. .. 

178. Prepare a budget ^or estimated travel ^ 
expanses incurred in vocational 2ctivitie&, 

179- Prepare a capital outlay budget^proposal;;^ ,,^ 
for new equipment needed in a Vocational * ^ 
- cmirB^. ^ J 1^ ! ' 



230 



^JPfes and Gratuities 
(2 eltmentp] 



OQv • Rtfarence Books and 
.Supplies 

(3 elamants) 



PP, Data and Records 
. (8 el^ents) 



QQ, Laboratory Management 
..^ 'C9,alements) - 



180, Arxpjiga for addltidnal yocational 
flLctlltlai to ftccQfflttodate expanded 
^eiiToIl^'ants J^^^^ 
mants in a'coursa,' ' ^ ^ ^ 

•181, Da^^^a a system for detarmihing and col« 
lacting itudant faas for consumabla 
suppllas* I \ * 

182, Accept gifts or donationi of suppi las . 
and aqulpmant for the vocational progr^ 
accdrding to school policy. ^; 

183, Identify new tools and equipment in a 

r ' vocational^ course for the academic year. 

18,4. Compile a- listv of supplies naaded for 
the academic year. ;^ 
^ 185 . Recoimend rafierenca btfoks arid periodicals 
jeiatad to vocational education .that h 
should^ be addad to the library. 

186. Structusa a^^iling syatam for record § 
^ and raport foms used in a vocational ^ 

cburtfe, ■ > ^ . 

.l'87. Record vocational itudent attwiance ■ 

according t6 school policy. . 

188. Record vocational students grades 
according to schooi policy. . 

189. ; Assemble student file documenting per- 

sonal habits , attitudes and gradas . ^ 

190. ^Maintain a record of individual work 
hours, wages, and work prbir^ssion" oft 
on-tha-Job training.. ^ / ' . * 

191. Devise a system fpr maintaining occupa- 
tional information and opportunity data ^ 

192 . Devise ^ filing system for instructional 
materials. ' ' - - 

193. Supply administrators with data^for 

yocat ional reports required - by tha state: 

^department of education. ■ 

.194 . Arrange layout of vocational laboratory > ^ 

. to simulate occupational ^ environment . ; : 
195.. Arrange laboratory feork areas and ^ 

storage space to facilitate stu^^nt work 
performance. ^ ^ 

196. \ Maintain- an inventory of vocational 
# tooli,/^suppllas, and equipment assigned 
/ to the laboratory. 
•197 . Implement student ' Mchack 'out?' prdcadures \ 
for topis, supplies I and equipment used i 
; ^in vocational laboratpry. ^ ^ : : 

198 . Schedftle laboratory equipment . for maJtimum , 
utilisation by students. ^ 



231- 



RR, Safety Maasures 
(3 altaients) ^ 



SS, Student Behavior 
elemants),^ 



> 222- 

199, 
2Q0, 

201, 
202." 

203/ 

2041 
205. 

206* 
207, 

208 , 

209. 
210. 
.211. 



Direct students in a system for cleaning 
and jnaintalning the vocational laboratory. 
Establish. ^ systefl^ fot repairtog and , 
servicing. tools pnd equipmant in a 
vocational laboratory. 
Control,, haat, light, and ventilation in 
vocational- laborator^ai ^ and cl^ssropmi . 
Establish a policy for uss of the ^ 
physical facilitias by outsida groups^ ^ 
and otfler school paraonnal . - , r- 

Provida ; ^pprovid Mf aty appar al , and 
devices for vocational students assigned 
to hazardous equipment . . . ^ ^ , 
Establish a procedure for attending 
first aid.neads of vocational students. 
Maintain a record of vmfety, ins tmctlon 
presented in compliance with safe^|f/''^,©v7s 
and rapilat ions. ' . . -^ri^^^--' 



l^hold school standards of a^cpectra I : 
student behavior. 

l^hold acceptable standards of student 
behavior in vocational classrooms aiid 
laboratories^. . . ' 

Formulate with studantsaeceptabla stand- 
ards of behavior in vocational class- 
rooms arid labQratorias.- V ' ' 
Encourage students to excerisi^ ^^If^ 
niisclplina* — v * 

Carry out approved^ disciplinary action 
whan warrantad, v . 
Control outbursts of fighting and 
aggrassite behavior. - 



8li 



VI I GUID^E :;: ; 

(7 'clusters) 



TT. 



uu: 



mm 



Taachar-Studant Rapport 
(3 aiaments) 



Personal Coricern for Student 
(4 elements) 



212. 



213^ 



214; 



21S: 

216. 
217. 



Maintain an open-door policy rfor 
' student^consultatiqn. 
Demonstrate a regard for and an , 
interest- in the students as individuals* 
Encourage students to discuss career ^ 
aspirations. ' - - , 

Demonstrate personal" concern for the 
' student and his family. \ _ 

.Conduct home visits - 
Ccmmunicata-with prospective and con- 
tlnuing students during the sunmi^r^. 



232 



K$j>%V.c/S^den,t* Records 
^v^- . " .^C5 elfflnents] 





*- 



XX. 



J -I 



Adminstering Standardized 
Tests 

(4 elements) 



Student Counseling 
(6" elements) 



Occupational^ Counseling 
(7 element?) 



^5 



218, ' Assist students with their problems % : 
' ' by wprldjig ^copperatlvely with agencies 

suGk 'as -^he' hjSfiltK,'^nd^^K©lf M# - services » / f - 

219;; . Detexmin® students rbackground and . - . -Vd 
environment..^,,,, .J ^^ Jr^^. ^1 

220, ^^ Review students autobiographies or 

information aid in understandingr'the ^ . 
.students. ^C^j-r^ .^V.^\:.* , , 

221 , ^ Analyze: atudmts ctkulative* reeords^/. 

222, ^ Determine^';relati'onahips 'a^^ 

through sociometfic''\tqchniques; ; . 
(e.g., sociograinjG^i?^^;^^^^^ 

223, Maintain aneedotal'reCDrds- on students. 

224, AdministOT subjTOt.rti^tter diagM . 

tests. ^.^ I ^' : ^ , ^ , . 

225, Arrange with the guidance counselor for ; ' 
administration and interpretation for " ^ . Ir 

personality, aptitudel;«V|r^i?*^?^^ig^^^® 
^ tests "for specific students, r , 

226, Arrange^ for local office^ of the U.S. ' 
Employment Service to administer and 
to inte^ret the GenerajVAptitude Test^ . 
Battery. ^ ^.'\ -^-^^ r ^ 

227, Interpret occupational tests and inven* 
tories to students. 

228, Conduct group counseling sessions, 

229, Recognize potential problems o£ 
students. ^ ^ ' . ^ \ ' 

230, Conduct a conference for counseling 
a student . „ ^ \f 

231^ Encourage two-way communication during 

a conference^ with a student • ^ ^ . . , ^ ' * 

232. Assist students in develop ingt^ good /\,.f.v^ 
study habits, > - ^ 

233. Confer with stfldent'and his parents ' ' \ 
regarding the student's educational * " 
development . . ^, a ,r . - \ 

234. Prpsent infoniatipn' tD^^stuclantl on - 
'occupational opportunities. 

235. Assist students in determining ways 
to best describe;,theire salable skills. ^ 

236. Assist students in securing and in 
filling out applications for jobs^ 
scholarships, educational loans- or 
college admission. 

237.. Write letters of xecotaiendation for 
students . 

238. Assist graduates or seniors in preparing 
for interviews with potential employers; 



233 



^r^^t-^ \ mm 



ZZ=. student Referral 
(B elements] 



VII. SCHOOL-COMMUNITY RELATIONS 
(7 Clusters) 



Planning School -Coiranunity 
Relations^ 
(3 elements) 



Feadback on Vocational 
Programs 

(8 elements) 



-^224 

239; 

240, 

24l| 

242} 
243. 
244| 

24Sv 



Present irifQrjnation to students on'^' ^ : 
•post^gli school training and educa* ^ . |J 
tlonal opportunities available to .thejn, 



Develop constructive working »reld*^ 
ttonships^ among studentsV ; ' ^ - 

- 'Establish tommunicatira ^pattprnf <if ' „^ r.^^j 
exchanging information' f^r^M^ 

* with the ^idanc/e^ counselor/ ^ 

Supply guidance! counfilpr' with perfprr )\rl'M 
'^Mnee .data: about "students; , 

Refer rstUdMtsrMgiiid^i^^^^ ^ 

- and other specialists. ^".'"v i} /%r'^^?{\H^ 
^ Woriawxth other.^taaehers ^ to "help * ' 
V^students with<ihdiyiiual':problems.f ^ 

Refer/ students to qualified , per soirtel 

agenqies for occupatioMl /md .^^edw 

tional information! .--^ _ ' V ' ' - ^ VH^^ll 

mmmmmmmm 



246, 
247, 

248,^ 

249, 
250. 
251, 

252, 
253. 
254. 



Assist in the development' of policies ' 
regarding school -community relationships t^Ct^/^ 
Plan the school -cosununity relations 
activities for the vocational program. 
Procure clearance from the school admini- . 
stration to conduct school-community 
relations activities, related to the ^ 
vocational program. » , 

Obtain informal feedback on the voca- 
tional program through contacts with 
individuals^, in the school and coiranunity. 
Consult advisory committee^ to obtain ' " ^ * 
information concerning their expectations - 
^of the vocational program. 
Acquire infomation from members of the 
conmninlty' power structure (e.g., poli- 
tical, social, economic- pressure groups) 
regarding their expectations of the ' \ 
vocational program. 

Obtain infomation from parents relative 
to their expectations of the vocational 
program. 

Analyze enrollment trends to- determine^>- ^^ - 
student and parent acceptance of the^ vo-^ 
cational progr^. 

Study in-school election results (student 
council, class officers) to determine 
the image of the vocational students in 
^the' school . 



o ... 



23'i 



Sehool and Community Service 
(6 elements)' 



255, 



256, 



257, 



258, 



259. 



260. 



261, 



262. 



Stu4y coimunity voting' res^ts-pn £in*'^ ^ 
•fflficial issues f ^c^ting. the, vocational ^ 
program to det@xmins -cpnmuhity; support- 
of the program* ^ ' ^/ ' ^« . . / 
.Conduct opinion surveys in the school ' 
and community conctming- th©^^ vocational . 
prqgrgm. / ' " - \ ' ^ ^ 

Assist in pla"nning the qverall. objectives 
of the total school program.^ , , . " " 
Provide consultant services to local ' ,r,^ 
business and industry, ^ ' ^ , , f 
Assist with community business' and ' ' ^ 
industry sponsored service^.' . ' 
Serve in a community civic ^"sfervica or ^ 
social organization to improve the _ ^ 
image of the vocational progra^n. 
Serve in professional non-vocational 
organizations to ijnproye the image of 
the vocational program 
Assist with special, coimnunity social % 
events. T - - . /v ..^r . ^ ' 



Stud ent-SQhool -Community 
Activities 

(3 elements) ^ 



Unions (Labor and Management) 
(1 element) 

staff Relationships 'i 
(3 elements) 



Pro gr^ Publicity 
(7 elements) 



263. Conduct an Open house to familiarize 
members of the school an4 community 
with activities of the vocational 
program, - : * ' "'^^ 

264. Sponsor student^parent activities 
for th© vocational progrm. 

265 * Sponsor employer- student banquet for the 
vocational progrim.^. / ' 

266. Maintain- liaison with union officials 
and employers • - . _ 

267. ^Express a philosophy consistent vfith 

that of the vocational staff. 

268. Maintain working relationships with 
the faculty and ^minisl^ration. 

269. Maintain working relationships with 
the school supporting staff through 
cooperation and mutual effort. ^ 

270^ Provide brochures to inform the school 
and comnjfc^ty of the vocational program. 

271. Provide displays in the sqhool and in 
the community on the vocational program, 

272. Speak tq school and conmunlty groups on 
the vocational program. " 

273 . Direct; student presentations describing 
activities of the vocational program. 



274;: 

275, 
276, 



Prepare news releases on activities of 
the vocational prograja for newspapers 
and other periodicals. / / ^ 
Present activities of th© vocational 
program on radio, ' ' ^ 

Present activities of the vocational 
program on television. * * . . 



VIII , STUDENT VOCATIONAL ORGANIZATION 
(5 cluirters) 



Establishing Student 
Vocational Organization 
(4 elements) 



Management of Student 
Vocational Organisation 
(15 elements). " 



J V 



277. 
278. 

? 

279. 
280. 

281. 
282. 
283. 

284! 

28S. 

286 L 

287. 

288. 

289; 
290, 



Obtain approval from ^-school administra-.l 
tion for establishing. a. student voca-'l' ^/^^-f^S 
tional organization, '.kf ' ^ M ^ ' / -^J 
Contact state leadership regarding the / I/r^i^J* 
steps to be followed in organizing a Jr^J^y^^^^^^^ 
student vocational organization-'^;'? ^ 'f: 
Organize a student K:oininittee to assess^i''^.^;{^|| 
the interest of students in. joining a*^ JV|vfc.{f^ 
vocational ot*feanization.^\.. ' ^'^^^^'"'-^^ ^i^'^'i^'^'l 
Acquaint prospective members and their-; 'Jfi 
parents with the purposes, activities, 
and values of the student vocational 'r^^^ 'v'* 
organization, 

Conduct anv organisational meeting for .^^ 
a student vocational organization. 
Orient students to the student voca- s * 

tional organization. 

^Assist inThe^ election arid installation 
of officers -of the student vocational 
organization. 

Conduct leadership training sessions 
for the officers of the student voca- 

' tional organization. ' ^ - 
Assist students in developing a yearly 
progrMi of activities for the student 
vocational organization. • - 

Design a procedure for acquiring consum-^^^^^^^ -^^ 
able supplies and materials needed in a 
vocational organization. 

.Assist students with' t^e financial man- 
agement of the student vocational 
organization i 

Assist in plannihg and organizing fund 
raising activities for the srudent voca- 
tional organization. 

Coordinate student vocational^organization ; ; 
activities with instructional activities , :. 
Supervise social and educational activities 
for the student vocational organization, l v. 



236 




iV,. 



Cooperation with State 
and National Organizations 
(7 elements) 



292. 

293. 
294. 

295- 

296. 

297. 



299 



300 



301 



1 ; 



Books and-Publications 
(3 el'amehts) ; 



Assist students: ;with^ th^ ^publi^ ^ ^ 

of the stud«vt},v6qatioiml^g^^ 
activities, '"''*''\-»i'^V,v''^?'r"%^^ ' 
Direct Initiation^ acti^ies ^the' ^^j^u^^ 
student vocational 6xg^mM^iw 
Assist stvdents in adyaMiig|^witli^ ^i^SJSil, 
the availi^le^degTMS^inj^^ 
vocational ^brgajilzat ion; . ' ..'"SK^I.. 
Involve ^tudWts in the, ev&luationlof^^^ 
the student vocatiOTit\0*|M^ WM&k 

Affiliate tM stuaehiB:^wca^ 
zation with the stat©!^m*^n^^ 
vocational organizations ^^i^ if?/ ^ Vi V-^ -* 

Send student representatives J,.to 'district ^^^^^^^^^ 
state, regional and nafic^nai^^^^ ' ^ .j 

vocational organization activities* 
298. ' Provide advice ^nd training for student 

entries in state and national student y^ '^^^v 
vocational, organization contests- ' — « " 
Participate in district ; state, regional^^Tj^ 
ajid natioiial activiti^ Lofhthe student .Aj-x^ 
vocational organization-^ ,:'x0^M^ 
Assist in the development of rules and 
procedures for conducting state; regional i:" 
and national ^ sttident vocational j?rgai^ 
zation contests. ; , l^^!r;;^J^^;I^^:^^^.^p^J^^ 
Serve as an advisor prejudge tot ^^^s^^jMff^^i 
trict, statei regional, aifid nationalv /^^^^ 
student vocational organizatiqnVcontests.^^r 
302. Assist , in the preparation, of state' and 
. „ national reports for the student- voca- ^:!^^u 
_ tiona;i organization, . -j^ 

503* Maintain a f^^e of publications avail- - 
able for the student ^yocational^ 
organization , ' ^ ' " !" I * 'V* !" - ' ' * • ' ^ ^ ^ 
304. Supervise the development of a chapter 
scrapbook for the student vocational 
, organizatipn. /.'V^ '-'^.'.y V ' z-'^ 
305* Supervise the development of an annual s 
^ handbook for the student vocational 
'organization* ' ~ • * 



IX.'u-.PI^OFESSlONAL ROLE AND DEVELOPMENT 
' C?, clusters 



^ hi. 



Philosophy and Goals 
■ (6 elements] 



307, 
^ 308. 
309. 
. 310. 
■ '311.^ 
312. 



•- - ''' \ ;V-i^ 

— — — - - ^ - , ^ . f ~ '^'^^.^ 

Express a professional philosophy ' v 
relevant to the basic goals of teaeMngi^^^^^^^^^^ 
Promote the attainihent- of . the' goals; Miil^ '^^^^^ 
objectives of the teaching profusion 
Maintain ethical standard^ mi^mct.^.of:\'^.^fl^^ 
a professional edHcatp^i 
fdentxfy current tr anils, 
profession. 

Exchange observational '.yisS^tsr imo^; yr,^^2l^t^, 
vat ions, and ideas with other J;teaeh©rs- A } 



General School Duti^ 
(2 elements) • 



Professional Service 
"(6 elements) 



School Probleras 
V (2 elenients3 



Studerit Teaching 
;. (8 elements) 



■mm 



ig prof 

313. Participate in noninStructional ' ^^C:^^^^ 
school duties, i.e., cafeteria, home->lci';Av^^ 
room, bus duty, eliaperoning, PTA. 

314. Assist with nonvocatibnal student 
organization activities.- ^ ^ '^s 

\ ' ^ \ 

31B\ Support prof ©ssional\ organizations 

through-membership and attendance at 

meetings * 

316. Serve professional organizations as 
an officer and/or chairman or member 

~ of a committeif. \ 

317. Represent the teaching pr6fession as 
a =committee member or. delegate to 
meetings and activities of other 
professions • 

313,. Write an article or book for publica- 
tion which contributes to the literature 
of the profession. 

319. - Participate in experimental and other 

data collecting research activities , 

320. Work with a-t earn Df professionals from 
school and/or coOTiunity on pertinent 
school problems. 

321. Assist teachers who are new in the 
system to understand the policies and 5, 
regulations of the school. ; 

322 . Plan activities for the student teacher-- 
which draw upon and enrich College 
course work. ' - 



Wyh', ^.^1 Sirs'* ^ ji-f- . ' 




Self-Evaluation 
(3 -©lemtnts) 



l^dsting Corapetenaies 
(4 eltinents) = 




^COORDINATION 



(11 clusters) 



-229 

- 323 Intf rpret ith# :j!QliQi©i\and . « / 4$^ 

student ^ ^ % ' ' '"^^ft 

Provide -opppr^iiriiiifs ''V [I^^K 

^ tei^ch©i'i^tQUWs©rv©^and''cpartie^^^ ''^V^^^S^ 

the program. ', v.- ^-^^ ut^;ii(^;c:!:.fW-^f.v- A-^.fi-r^^ 



of ,thji local 



324. 




^28. 
329. 

330. 
331., 
332, 

333. 
334. 
335, 
336, 



tefictier xegaTdiTug *'plaimiip(g^ #x#cutiQn 
apd evatluat iqn of^.t^eJiingV^fv^ 
Copfer with poljlege ^uparvisor. 
den^ teacher reg^rdilig p«|oTinanca, in ^\ ^^-t'v#^Sl 
the stqdpnt teaching: iiliualion-'. ;;^^^^^ >N:tr^S5i 
Confer polleg0 supervispr^and '-'^ ' 

?tudi^nt teacher regarding plans for an_^ , 




personal and professional /ab|lities ^y^.;, /rj^J 
and limit^Aon^p ' ' / 

''Consul^ supervisory ^d administrative "A: i 
evaluation^ to^ de^ erfnine attitudes of 
others towird paipsop'al and professional' 
abilities and ' limitations^ ' ^ < . 




Acquire new oecv^pational, skills 'needed ^ '-^LKw^'M 
tp k^ep pace "^-^ -J , » . . . 

vaficemfnt in 



tp k?ep pace withnliicJmoildg^^^ 



E^qpand educational backgroundVand leader-r-^J^' A^t, 
3hip potential .by ,.achieving-adivai|ced ' ^ 
aegrees . ■ ^ 

Upgrade professional /pirsoitirei file ' . \ ^j^E 
regularly. ' 'V* ^ - ^ ^ " 



^Resource Material 
' CI element) 



337, 



Provide prospective stu^pi^^-ip^rri^^s 
with resource materials on occupational 
opportunities to aid them in selecting 



- ^ a vocation. 


1 




r ^ ' 








1 ^ 
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StudentvLeaxnet Selection 
(7 elements) • 



338, 
339, 



340, 



Training Station 
(3 alements) * 



Union 

(1 alamentD 

Employmant Regulation! 
(Pedaral and Stat^a) 
(S iiamartts) 



Saf aty / 

p eleniants) 



343. 
344. 
345. 
346, 
347. 

'348 . 
349. 

350. 

351. 

352. 
353. 

354.. 

355.' 

356. 



:ia fo^ , selection of . . - 



Establish criteria 
"student learners 

-Gather student-lep.mer selection data 
Cerg,, test results, records, grades), 
Adfflinister occupational tests' relative ,7rn>^;^ 
to student-learner selection and ; - ^^--^'M^^^M 




on a basis of salection criteria, and c > 

data. . ^^>- : ' - 

Match a student -learner's unique ch^TB.Q^y,:is.f^j0j 
taristics with an appropriate training -^"i^^^^ 
station . ' " ' ■/ ^ "l>^4t| 

Approve 6n-the*job training hours and ^ 
wages for student -learner, ^ - 



Establish criteria for evaluating 
training station potential of an 
employer,^ \ !^"'^\]''\ v 'IV:-"^"' « ' 

Identify prospective cooperating em- 
ployers to' provide on-the-job training 
stations • - 
Assess educational ade^t^acy of a « 
prospective trainins station's facilities 
and equipment. 

Arrange with a union to make contact 
provisio^n for student -learner. 

Determine federal and state wage and 
hour classification of a prospective 
cooperating employer, ^ / 

Assist cooperating employer in ac- 
quiring federal permit to pay a training 
wage- ^ ^ ' 

Establish a cooperating employer's 
qualificatipns ^for reMbursement for 
training a studant-leamer - , 
Obtain reimbursement for cooperating; 
employer providing on-the- job training. / ■ 
Obtain reimbursement for student-learners 
f or^ training - costs such as clothing and 
tools, ■ 

■ ^ \t ■ '■ ' ' ■ / ' 

Develop a procedure to insure students 
safety and protection in the training 
station. ^ * ' / ■ 

Assess safety provisions of facilities ; 
and equipmeift of the prospective / ' . > : 
training station, ^ ■ 

Assist \coo ■ : '•':•-,'■■■'<..., ... ., - -'y- 



356, Assist cooperating .^Biployer^^^ i^ 

fying thje legality gf employing a 
student-learnet in a hazardous 
Qccupatioa. ' ^ / 



Persuasion 
' , CI element) 



357. Convince an employer to provide a 
training station for oooperative ^ 
education* . ^ 



.Training Agreement 
C4 ilements) 



358. Develop 4; cooperative teainin^ - ^ \ 
agreement bftwaan student -learner 
parents, school^ and co'operatijag ^ 

employer, i'*.-^*,^". ^ 4. 

359, Arrange schoolVaild^iiork'Vcliedules with 
student- learners, faculty, .and , / 
training station personnel. 

360^ Develop a plan for teacher-cootdinator 
supervision df on-the-job training. 

361.. _D©^alop systematic training plan with^ 
the on* the- job instructor. ,^S% * 
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_ _ _ Wm 

Paries , ' DMrel 1 L.' Local Vocational and Technical Education. Supervision ^ ' ,, 
^W^,'&;'ERIC^Series:74 VT 202025~-=^~-,.:_^ 





' 6^ „ Hforfc in close cooperation 
l/-':, ^^^and ^improve the total edueat 
,7'. -Provide leadership and ais" 



^8 



10. 

11. 

12. 
13. 
14. 
15. 



vocational education needs and ii^roving^ the instini(^^_^^ 
Assist each teacher in planning a budget which will>5|?^^[ld©^^ ^ ^ 
equipment, supplies and materials for an effectlvlf^uiSi^^^ 
fee a functioning part of an effective public infomation program and main 
tain, as an individual, desirable public relations with all concerned* , ^^^.^^ 
Cooperate with guidance persoimal in providing ^^f or effective guidance and^: ^'': ^/'?t*M 




counseling taclmiques In fhe testing, placement and follow-up of vocational 
students. , \ 

Evaluate continuously the Jtotal vocational education program with the 
administration and staff in terras of stated objectives so that, improved 
instructional procedures will result, - ^ 
Assist the teacher in developing an ^understanding of student evaluation 
§nd an -ef f ective student evaluation program. ' ' 

Promote a team effort with all other vocational education agencies repre- 
, sented within the comnunity. 

Develop annual and five-year plans for a jpmplete vocational education 
program. 

Participate in and encburage teacher .support, of district, state and 
national vocational education professioftal organizatlonsv ^-rr -Trn^^^ 



4r = LOCAL SUPERVISOR'S OBLIGATION TO: . 

fr. ' 16, Keep the teaching staff inform^ of policies and projected plans through 
fk_ ' group meetings and personal conferences, • • 

^ ' \ 17. Accord all teachers the sMe degree o^ consideration and understajiding , 
Sv^^/ 18. Get to know each teacher in qrder to be aware of the teacher's strong 
fl^r^ ' points as well as his needs. 

^—-"^"'19. Offer assistance and encouragement where they are needed. 

20, .rGive cQiranendation where it is earned. 
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IfHaN^^ PROGRAM ADMINISTRATION THE LOCAL SUPERVISOR WOULD BE RESPONSIBLE FO^: 

£CrV ^21y^ Wprking in coopera,tj,on with the curriculum ^dyMory^ committee ox the 
iff,,. . administration i^f'ii^TW^ihg new prograjris and updating existing ones, 
22 ^^^oordinatinE,,.4m^ preparing courses- of study , and delinep-ting and supple* 
r ^ , menting cpritent to maat the needs of the program, ^ ' ^ 

^23* ^ Working W in devaloping. progr^s and infoiming all teachers 

. . . ., p£ the program operation. ' ' , 
' , * . ^ 

:;\ GUIDANCE PRACTICES MAY INCLUDE THE PROMOWNG OF THE FOLLOWING ACTIVITIES: 

i^/ 24 Use of consultant services. ■ . ^kr ^ ' - 
/JlV 25*^^ U to give an accurate account of each student's past 

fe?vN^ ; performance. ^ ^ ^- . . . - ^ ■ - - . . . 

p? ^. Use of . CM 

/V 2^ of pupils entering the vqcational programi _ 

; :K:2sV^ Eval^ program goals by teachers and supervisors* ' . ^■ 

/ 29. \a plOTned program for placement of students.^ rr / : ^ ^ 
W ; 30, Assistance in planning job Opportunities . ^ ^ ^ ; ' V 

- 31 V Cooperation with the existing' empl©>Tnent agencies.* r 
m 32. TheCdevelopment and conscientious use of suitable follow-up survey forms to 
i^ ' .^ dete^ine student, success on the^ j oh,' ' . ' ^ ^ ' 




needs by contributing professional - expertise Itp communitX:;J;f^\^^:5;|^^ 



Serve comnamity 

activities, . ..... .. 

Plan, develop, and conduct a community survey' aridf analyze 
Plan, develop, and conduct » a follow-up study and/ analyse 

irvlca for student s^* 



fS^^^-^^'^^^^ in 30b placement, se 

^M^^'-'^is^^^^^oognize accreditation agencie 



Establish a strong three- 
business, 'and industry 



igencies influence on teacber qualif ication^-'f ' '^t^-':^'^^ 
way relationship betv^een the student, the schobi);^^^^^^;^ 



R^^'l 16 

NEW DEVELOPMENTS . / ^ ^ 

' ^ - ' ' ^ ' ' , ' . 

17- Keep up-to-date on new occupational materials, methods and media. 

l^jS^ 18. Belong to prof e 

JE^"'"- M9- Attend state -professional meetings, ^ - 

' 20, Maintain contact with employment agencies, ^ ' 

u 21 J Attend conferences and workshops. ^ 
p.;.:;, 22. Read extensively in professional literature. 
Ij^-V^ 23. Dirept research projects for improving programs,^ 

V 24 Review and report relevant research to staff. 
vX^V;;;'" 25. V Identify current trends of the teaching profession, 
r^/ '.'26. -'^ Explore the availability of instructional materials for -establishing 
fP-^^'^'^- to meet the changing conditi^ons- in industry. 

27/ Exchange observational visits, innovations, and ideas with otKers^ in the 
"-r profession. - ' , ' 



'-1 '-.^i b 



new 
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rri^fe^&i^S^-^^^^^^^^ ^ ^^^^ 
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^Xv 28, Acquire new occupational skilljs and information needed to. keep pace with 
V 1 • ^^chnolpgical ^.dv^cement in vocational education, « " . ~ \» 
/;''2a,'\r Identify qualificitigns required for entry into specific occupations, ^ ^ 

^^i,lrC:3Q: ''U^ latest trends in business and industry, 

^7";':CUraiCU DEVELOPMENT 

. 31."; Consult with curriculum specialists for guidance and assistMce in 
. ~ developing a curriculum having substance and merit, ' ^ \ 
|tj;LV ' ?32. Consult with advisory committees to determine curriculian content and 
- " method of presentation, ~ ^ . ' ^ 

v334 ; J^Bevelop a cuigricu which conforms to all regulatory standards fwid is 

designed to m^t^he needs of students and prospective employees. 
-34v Coihplet© job descriptions and analyze occupations for use in curriculum 
|JO aevelopment. /* * ' - < ^ ' ' / A' ''c 

ft^ 35. Assist staff In' developing courses of study and course outlrnesv 

^ 36* Review and .evaluate courses of study with members of ^the staff to 
'^'^ determine, the need/ for revision and; improvement . 

37. Explain goals and scope of vocational education ;to school administrators 
and others. - ' ' - ' * - 

38. Provide for continuous evaluation of vocational programs* 
39; Conduct vocational program evaluation. t 

. ' 40. Identify needed improvements and' revisions through vocational education. 

^ program evaluation.. ' ' 

41. Structure cooperative progrMS to meet meaningful , educational objectives; 

^,^1/ , 42. Develop a realistic and workable program schedule to enable all students 

if^\ ^ to satisfy ^the course requirements^of their respective curriculum. 

^ IMPROVEffiNT OF TEACHERS - 

f&A-, 43-. Provide leadership to generate" and foster interest and enthusiasm m 

- improving the^quality of instruction * 

f|^:.- - 44. Develop" and sequence student perfomance objectives for a course. 

^5. Determine needs and interests of student enrollaes. 

|Vf , 46. Plan a unit of instruction. 

47. Develop and write a lesson plan.' 

48. Provide guidance and assistance in developing courses of study, instruc- 



^l^l^tjjvpu , tional; aids / and" related materials , 

]|y?,'/49. Develop "^graphic materials, educational displays , transparencies, and other 

1^;^"^'. £ real objects for instruction. ^ 

,50. Organize, direct, and supervise audid-visual .progTMS for all course 

offerings. ' ' ^ ^ - ^ ' 

^^S^':; .^-51 * Organig'e and develop a system to secure and provide resource materials - ^ 

pi-'^ ' ^ to the rtaff. - ' ' " ^ ^ 

*S5i^^r^^52 Conduct workshops to develop instructional materials. ; ; ^ 

' 53. Conduct synyosirais, pa!nelSj and group discuss tons, \ ■ ^, 

' '54. Demonstrate the effective application of principles and methods of teaching. 

^5 * 55. ' Hold' individual and group conferences to discuss instructional problems . 

p7"-;--S6; Establish criteria for evaluation of teaching performance. 

d/j'"' 57,' Evaluate instructional effectiveness. - 



^ 58. . Evaluate techniques used by vocational staff _ln_the classroom* 
59, Utilize consultants for improving. instruction. ^ 4. . ^ 

'-60, ..Plan and/qr conduct in-service training for vocational faculty. 
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f^|{l62#"Akslst in Baking adjustments based on self- 
i-^f- ''65.- Msirt idoption of textbbgKs or referenc© book 



p/'^^f's™ SroERVISION 



g.B' ^'r^R^^ogniz:e'lnd[i^^ diffarencas in abilities'^of jsiaff iat^^ 



, 68..^ Organize, direct, and supervize 
^'g^4;\^69:%^^ Eiqjlain state and federal safety' 
W/K "70. Follow fire rerulations and fir© 
|4%.?71»V^^P1*VJ^^ organize in-sewice^prdgramyj:f6r| 





Mm 



the school to locate hazardous conditions and take steps ^needed to|GO|MCt^^^^ 
unsafe conditions . ^ . ^ / ] ^ ' ' ^ 

^,76v* Recognl2 ^ * " 

I busi 
7/ . Recogni 
{ develQj 

/ understanding. ' ^ , _ ^ . 

.78. Provide leadership in organizing and planning youth groups.' ^ ^\ 

79. Involve local business and' industry in youth organization activities.' ; 

80. Promote and encourage student membership and participation in student ^..J^:-"^^ 
I cfcganizations such as VICA, FFA, FHA, FBLA, and DECA, " /'/^ 

'81. Promote and demonstrate good public relations, ' ^ , 'v ' t/ 

'82. Serve as host and/or provide escorts for individuals or groups that are -^.^.^t 

visiting the school for a purpose. ^ ^ • "-^ j*''^ - /J ^ / 

83. ^Plan, direct, and provide essential supervision for student social, 

^recreational, and athletic activ'ities, when these are a recognised partof ' " 

the vocational program. ^~ ^ "^' 'Z. t-- 

84%. Identify criteria ^for^ effective employer- employee relationships. \ 
I 85. Recognize the importance of maintaining pei ^onal contact with faculty as ' 

* a means, of keeping th^ informed. ^ 
86- Develop an informational system to keep =teg.^hers informed. 
87". t)evelop and maintain ^p-to-date teachers' and students' handbooks* • 
83/ Provide the procedure whereby all bull^n boards are kept orderly and 
, siqiplled ^with up-to-date information aifflr notices. 

89. Develop' Md maintain an -efficient system to process and handje student 
records and reEprts., . - . - 

90. , Counsel and conduct toftferences- with parents, students, and members of the - 
' staff to the administration..^ 

91 Conduct a meeting/ . * - . 

92. Write letters, memos, and bulliiins. * 



9,46 
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APPENDIX D 



Competency Lists -Part 4: For 
Administrative Positions Sucfu As 
Superintendent - Directors , Assistant 
Superintendent > Direetors; Directors of 
Vocational Schools, and Directors of 
Occupational Education ^ . 



Seven Lists^from National Studies 

Baltimore. . . . . . . . /. ... .v. page 238 

Canfield. . * i * * * < * * , ,\.*page:242' 

Holt and WjLegers * * » *page 244' 

Norton. , . . . . . . , * ... .page 247 

University of Pittsburgh. ........ .page. 2S2 

Southern 111 inois Univerilt}^,J P^i* _ 

Temple University. . ... . V . . . . . . v. . .page^ 271 



/ ; BaltimoTe^ J*^ . A Study of ProfeBsi'onaUducatlQn Competencies of Public Schooi . . 

District Vocational EduMtlon Leaders 7 Doctoral thesis , Oregon State Urtiyersity , 
\: June 1973. 

:}': -^^ ADMINISTMTORS OF VOCATIONAL EDUCATION COMPETENCIES ' 

' ' ■ .■ ■ . . ' 

Factor I- Program Management 



Program 
Development 



Community 
Relations 



5. 

6, 



'7, 
^ 9, 
10. 




Define the mission of. the sehobl . ■ - 

Develop a rationale for a particular curriculum ■ 
plan built iipon the tebhnological, sociological^ 
philosophicai^ and psychoiogical bases, f 

Plan and implement adult. occupational education v 
prbgrMs, . . ^ 

Specify the data needed for Xhe inputs to the / 7 
instructional systemsv rSpm^^ 

... ^ Characteristics of enterlng^students^ : ■ 
- * Charafcterlstlcs of l:eachers, . 

Interpret Irf writing the data provided in va survey. 

Critically read^ interpret^ evaluate/ and analyze 
the following to determine the neei for a given ^ 
occupational pr0gram I ' -J 

a J An bccupationar surveyJi of .the diBtr^ 
Plans to attract industry* ^ 
: Manpower reports (state and national) 

■ \ Plans to terminate industriei, 
c* Employment agency information* 
Occupational Outlook Handbook and 
Dictionary of Occupatldnal Titles , 
d. Advisory Comittee recommendations. 

Identify the state agencies that effect the school^. 

Prepare articles for specialized and/qr mass media. 

Set up an in-sriryice^lan. on the ftinction^* pur- 
poses * and activities of an advisory cbmiittee " . 
for presentation to the vocational education staff, 

Develop an advisory coiranittee handbook which 
Explains the role and function of the committee. 
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Subfactor 



Competency 



" RaJ^ations 
(aontinued) 



11. Establish a term of inembershlp and a system of ^ 
replacing and ^ rotating members of adviipry com- 
; mitteer, ^ ^ . i / .^ v 

^12. Establish, and maintain effective working relation- 
ships with trade^ iaborj management^ agriculture 
als and manpower organiiations,p " 



Interpret 
Legislation 



13, Identify public relations problems* 

14, Develop and. direct a progr^ to improve public 
relations between ;the school and the community, 

15, Inteipret financial and special needs of voca- 
tional education to the public and to the com- 
munity served, ^ \. 

16, Contribute to studies ^ commissions j and invest- 
igations^ sponsored by professipnal organizations 

. and governmental agencies, - ■ 

17, Inteipret thf Ifgal responsibilities of voca-. 
tional teachers, , ^ 

18, Identify and interpret state laws that relate to 
the school , 



19. Utiliie^federal, statej and local legislation, . 
, regulationsv and policies that affect vocational 
reducation, ^ . * . h . 



Student , 
Placement 



Management 
Techniques 



20. Coordinate and supervise cooperative work experi- 
ence programs. ' 

21. Specify minimum standards and criteria for the , 
selection and approval of training stations for 
cooperative progrMis, . 

22. Specify the data needed . for the inputs to the 
instructional systems. Some examples are: 

Characteristics of students for 
placement. 

23. Design, a vocational' administrative organization 
to facilitate attainment of goals, 

'24, Monitor operating characteristics of the vocation- 
al administratlye unit and make necessary re- ; 
1 visions. . 



Table 4. Factor II - Program Planning^ Development ^ and Evaluation 



Subfactor 



Competency 



Progr^ 
Development 



25, Cpnmunieate plans and goals, to the InstruGtional 
- ' staff. ^ . . 

26. Direct pilot and demonstration projects as exem- 
plary programs. 



27. Develop task analyses for curriculum planning. 



Program 
Evaluation 



Data Collection 
S Dissemination 



28 , Write behavioral objectives . . 

29. Write' behavibral objectives that include the > 
educational domains of affectivti cognitivaj and 
psychomotor, / ; ^ v . . 

30 1 Specify the data heeded £pr the irpats. to th^ 
instructional systems. Some examples are: 

Cftaract eristics of entering students. 

31'. Determine the coinpetencies expected of the class- 
. yoom. teacher in a vocational -teclmical curriculum 

32.. ' Determine the measures to be used In evaluating 
the instructional processes. Some examples arei 
. -^Student-teacher, interactions. / 

Effectiveness of instructional 
strategies^ 

33. Determine the appropriateiiftSi of a particular way 

of asslessing a teacher. ; ' 1^ 

34. Determine the appropriateness of a particular way 
of assessing a learning, problem* 

35* Design a feedback and follow-up . system to provide 
evaluation date to the instructional staff. 

36. Schedule and supervise data collection. 

37. Utilize evaluation data in decisions related to 
curriculum development and risvision and the im-- 
provement of instruction. - 

38. Determine, the statistical design to tie used in 
analysing datiV* ... 

39. Develop a plan for r survey which will determine 
the need for and the interest in, a given yoca- 
tionai program. \ ^ . 



A. m* A . 



40. Describe a plan for sampling a cross-aection of 
. a district . " ^ \ , - 



41. 



42. 



43, 



Develop a survey fnstrimentj including lettei^s 
of tranimittal and follow-up* ■ .■ 

Interpret in wltlng the 'data provided in a ^ 
suryey , . = 

Distribute survey resutts to the; students/teach- 
ers/administrators/lay public, \ 



44 . Cohcluct a meeting, involve members m the dTs- 
cussion, and suimnariie discussion, . V 



Table 5. Factor III = State Criteria Interpretation 



Subfactor 



Compefency 



45. Interpret the state specifications for vocatidrial 
education facilities. ) 

46. Interprat state certification requirements for 
. instructors* \ / ^ 

47. Prepare a project proposal for funding basedgOn 
State .:Board of Vocational -Technical and Adult 
education criteria, — ; 



Table 6. Factor IV ^ Staff Management 



Competency 



48, Supervise instructional staff 

49. Evaluate staff load and balance , ^ ^ 

50. Schedule courses 

51, Motivate staff to achieve thelf goals and to grow in competence 



Table 7 . Factor V - Staff Relations 



Coippetency 



52 » Understand communications, verbal and nonverbal- :j 

'S3* ' Demonstrate an effective working relationship with the total administrative 
-.staff*-" ■ . ' ■ ' : 



■ /■ ' ^' ■ - 242 . •■ '■■\'^■■■ 

*• ' . ' . ■ ■ . . ' ■ ' . ■ ' '■ '■ . • 

Canf i6ld , Albert A . , ' COmETEHCIES TOR ALLIED HEALTH INSTRUCTORg . VTO 19639 , BD 
. 074258^ University of Florida, Gainesville, Florida, Dec. , 1972. . '\^ 

\. ApA: ADMINISTRATIffiJ, AND' SUPERVISION 

1* Identify the character , puijosas, and iD^ortance of formal and Infbraial 

organiiationar itructuress Including an identificatiDn of the rplai, obliga- 
tions ^ and aceoui\tabilltias of the pWM 

2, Appiy prinQiples of management ^tp the organizatldnal unit toward which the 
educatidn is directed, \ 

^ST^CCTflpCTn^fflrfommic 

the relationship to the employee's growth and development and to the achieve- 
X mant of objectives* ^ ^ 

■ s ■ > ^- ^. ' ^ , . ." ^ . :. . ■. =^ 

4;^Understarti the major categories into which financial accounting is divided 
- and the Institutional rationales; for such a structure, ' / ; 

5. Identify ma:j or sources of funds for thf . support of developmental and reseirchy 
programs and effective methods- for their procurement/ . 

6. / Recognise the student's own. ;^pe*SQnaL Strengths in dealing 
/ with others in t>Tical job related situations, and to develop plans, for the. 
' strengthening of his ability to function effectively in the educational ' 

environment, . : . ^ ' - : ' 

AREA: RESEARCH / V ^ 

7. Utilize basic statistical techniques in health related and educationai research, 

8/ Interpret statistics as used in graphs, charts and concise and analytical ; 
sunmiarles/ ' \ . , ■ v ' ^ ^ ^ ^ . , . \: 

9. Select and utilize appropriate research designs, - > 

lb. Identify major sources of research in the subject-fflatter fitld and de^ 

the ability to accurately evaluate the research reported, ; ! . 

11, Utilize available resources for statistical , computational ^ .and other research , 
consultation services, . V 

12, Describe how the computer and related data processing services can be utilised 
in the research process, . , 

13, Maintain an active and continuing interest in professional reading, attend- 
ance at^meetings, and publications, 7 ' _ 

' , ARfiA: CONMJNITY HEALTH CONCEPTS / = ' . = 

14; Understand the concepts of the health team and comprehensive health care as ' 
.. . they relate to the needs for and trends in the delivery of health care. 



ERIC 



fj::' IS* . utilize yalidattd techniques to detemina conffliunity power to itructurej 4emo- ^ 

graphical factors , and Health leveli as they relate . to conmimity health 
li?:- planning and daliyery. " * 

-■■16* laiow the methods and trends in the financing of healtliVcare. 

17* Yjiqw the federal, state/ and local 'govermehtal mgehcles concerned wit 
L;: ^ car^ and the legislation controlling their activities, , . 

V: 18, Describe the roles and functions of specific health professional with whom 
they mil most likely ^ave contact, ' - . ; j / ^ 

19; Knoiaedga..at„the^oa^t£E^^ of bahaviorai, bi ological ^ 

physical, and related sciences, % 

20, Knowledge at a graduate level in at least one special cpntlent area in this se-^ 
■ • i . lected health field* . - - / 

, ^ ' ■■ ' ^ - , . ^ -■ '' . '■■ ■ ' ' 

■21, Maintenance of emotional control with evidence of emotional stability in the 

clinical setting with colleagues, students, patients, f^ily members, and ' 
•r ^^; / ■ others : . ■ ■ ' ^ .;\ .:. \ ^ . ■ ^ 

,22. Knowledge of spfeclalty principles and practices and the ability to communicate 
them effectively, in oral and, written foirraj with a vapiety of individual's and 
^ .groups, \ K ^ ' y \ ..^ • ^ ^- ' ^ - :^ : ^ •; ^ ^ ^\ 

- 25. Recording and intdrpretation of health histories, personal backgrounds^ and 
Iftboratory measurements for use in patient care^ ' I % y 

= . ^' " ' ' ■ ■ . • ^ j. ■ . ^ . ^. ; " ' 

; 24,^ Development of fotms arid procedures for the accumulation and reporting of V ^ 
: - educational or clinical data rel<ated to the specialty area* ; 

JS* Utilisation of appropriate required records as related to law and the regula- 
/. titans of the' institution within which' employed* / ^ . 



Department of Vocational -Technical Educatibn, The University of TeraiesseeV/^oxvild 
Tennessee^ Research Seriei Kpaber 1, ^ , \ 

tm ROLB OF THg^DIRECTOR OF VOCATIONAL BDUCM^ION AT THE PUBLIC SCHOOL DISTRICT 
LEVBrTN tm STATl OF TENNESSEB. Ra^miond A. Holt § Gaorge .W;* Wiagers, Jr, August, 



' RANK-ORDER OF THE FUNCTIONS OF TIffi OVERALL ^ 
ACTUAL AND IDEAL ROLES AS PERCEIVED BY Tp REFERENaB .GROUPS 



1, Work cooperatively with local, state arid federal 'agenciei\ in developing local 
vo^atipnal programs _ J . / ^ 



2. J Prbvide assistance to school administrators in initiating "and operating voca- 
tional prograans-^ ^ 

^ t ■ ' , . ^ ^ ^ " ^ .J^ '■ . ■ 

3v Keep 'the public infonned of the vocational program . ^ 

4, ^ Promote and demonstrate good' public re],atlohs \ - * 

Explain goals and scope of Vocational education^ to school administrators and 
others ^ ' ' = ' ' V \ 

6* Plan and prepare the annual vocational budget ■ \ ^ . 

7. > Translate community and manpower needs into- maariingful Vocajipna 

Work cooperatively with persons and groups ^ in developing a toti^l. educational^ 

program •.• • . .^/^^-^ ■ i 



9, Provide for contlnubus eiraluatlon of vocational programs , 
10* Plan and organize orientation for new vocational teachers \ * 

: 11. Assist in design and equipping of new facilities mnd/^or programs 

12. Keep up to date on new occupational materials and methods. .1 

13. / prepare or assist in preparation of annual and long-range goals if programs 

14. Plan and/or, conduct in-service for vocational faculty 

15. Assist in selection of vocational faculty members J 
' lb.*. Coordinate programs in school district 

17* . Attend^ local professional meetings 
IS. 5 Belong to professional educational asfociatioril 
IF.'S Attend state professio.nal meetings ' 



:s20.r -Prepare reports for program reimbursement : ^ ^ . 

S21>iiv^ Establish and utilise an advisory council' for the total vooational program 

I? ^ Request services* of state staff and consultants where and when needed 
; 23, Approve budget requisitions for supplies and equipment ' ■ ^ 

(24, Maintain contact with employment agencies . ; 

V2S.^\ Prombta Coordinated program between vocational program and other subject matter 

. . .areas ; " / - ' ^ ^ ' ^ ^ . - ^ - 

vj6p Est abl4Bh_ and mpiritaj-ji relationshlps with all types of labor, trade, agrieulture 
management, and manpower^ ag^efirfes" Tn^the^^^^ ' 

27, ^XOTdM^^^^ft^i^nal program evaiuations ^ 

= 28. Attend conferences and workshops . . V; 

29; Keep up to date by exterisive reading i . / 

30* Prepare reports of activities for public information ' 

31*' Formulate policies cone erriing the total vocational program and ltaff/__ ' 

32s".WorTc closely with teacher education institutions in developing effective pro- \ 
grams at the pre=servlce and in-service Jevels ^ . ' 

33. Make recommendations in all aspacts of the devalopmerit and construction pf 
facilities . 

34. Hold individual and group conferences* to discuss instructional problems 

! 35* Keep adequate records of studentii teachers, equipment,^ and facilities to com= ^ ^ 
^ . pleta reports . . 



•'36. Promote staff membership in professiortal organisations' - ; 

i?37i Assist iri'determini g departmpiital aims — : = .=^..__._ 

;-38, Prepare proposals for graftts ff^deral and state) 

'-39. Help establish. and maintain safety programs > 

Attend county. court or city council meetings in jiatters jcela^^ 
education — =— 

41. Prepare cost estiWates on equipment and facil " 

'42v ^"Establish inventory procedures \ . ' ' . 

43;^ -Aid in organising and -utilizing occupational advisory committees . • % 
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gpVl&M^^ Keep taachers informad o£ effectiye tea methods ; 

Serve as ej^-offlQio memfeer /of all occupational advisory committees 
Escplain federal and state legislation to local educators' 
Si-ffi ' 47- iSarva on professional coimnittees : - . ' : ^ , 

r^v' ^ 48. Address conmrunlty groups / ■ 

49, Observe vocational staff in classrooffl"^"^ 
^= SO. . Explain world of work to educators and laymen ^ 
sp^?^-q r 7 A 1 11 4it-tl eve^l&pinf=tns^feru^ionaI^guld^ 



1^^ ; S2. Conduct workshops to develop instructional materials 



53. Attend civic and other grpug meetings 

54*: Hold memb^ship in civic organizatiotits) ...... 

55* Attend national '^professional meetings 

56. Explain federal and s^ate legislation to la)me^ . ' ;^ 

57, Compile and distribute lists of instructional materials ^(subject matter ^ audio 
visual, etc-) , 



58 . Assist Tin adoption of /textbooks or reference books- 

59. Serve on community ^committees 

60. Inform teachers of current literature 
Attend school board meetings 

Direct research pfdjects for improving programs 
Review and, repoiLt.^reLey_ant^ 

Address lotal* state and national organizajtions 
65. Encourage teachers to write prof assional articles. 



61 
62 
63 
64 
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The Center For Vocational Educatipn, Ohio State University, Goliteibus, Ohio. .. 

Administrator Task IiiventorV . Robert Norton, Project Director 

Clnstrujnent for work in progress, 1976). . . \/ n 

Category A: Program Planning, Development and Evaluation \ ' . . ■ 

1- Survey student and, parent interests. X 

2. Collect and analyse manpower needs assessment data, ^ \ 

3. Direct 'Occupational task analysis for use in curriculum development, 

4. Direct the identification of entry-level requirements for jDbs, 

5* Involve community representatiyes in program planning and devajopment* 

6. Obtain state and federal services and resources for program development. 

7, Cooperata with district , county, regional, and state agencies in developing 
and operating vocational programs. \ 

^Pr epara^nnujLl^prQ^ram^laiiS-r ^ , \ 



9, Prepare and update long-range program plans*.. \ 
10* / Develop overall vocational program goals. 1 I V 

11. Coordinate district curriculum development efforts. ^ \ 

12. Approve courses of study. ; . ^ ^ \ 
•13. Establish school admlsiion and graduation requirements.. \ 
14/ Recommend program poiicie to the administration and board. ^ \ 

15. Iihpl^ement lod'ai board and. /administrativa policies. = \. ' 

16. InteTpr^t and i^pply stata and/or faderal vocatdonal aducation legislation. 

17. Interpret and apply other relevant state and federal lagislation (such as CEl 

18. Develop plans for ayaluating Instructional progr&n. \ . \ 
"15, Direct self-evaluation of the district vocational programs, JV 

20, Involve external avaluation personnel in assessing program effectivenas3. 

21, pesign and select InstriMnents for evaluating the instructional program, . . V 

22, Evaluate the effectiveness of tha instructioftal program. . v . . ■ 
^237 Initiate student and anqployar £ : ' 

24, Analyze studfnt anH amployer follow-up studies. ^ . 

2Si Racommend curriculum revisions based on evaluation data. 

26. Assess studant tasting and grading procedur , I _ ; 

27. . Analyie the school and community's feelings toward educational cl^anga. 

28. Write proposals for the funding of new programs and the improvemant of existing 
programs, ' 

29. Coordinate local demonstratioh, pilot j and exemplary programs. . . ' 
^30r - Design and oviersea local research studies. - ^^^^^^^..^^^.^ : _ 

31. Inta3fprat and use research results for prograjn development , and improvament. 
_32. u Develop suppleirtental/rem programs to meet studant naaHs. 



Category B: Instructional Managemant 

133. Est ablish instructional program entry and completion requirements, 
34 # Estabri¥HTtudent=4:iiLgi_an policias (such as attendance and* discipline) . 
35; Enforce student rules "and ^oTic±es-r^.=^.=____^ 

36, Design and oversee studant progress repprtj^^proeeduxes^ : 

37 , : Approve studant promotiDns/raassigriment s . ' 

38, Prepare. a master schadule of course offerings. ^^^r 

39, Guide staff in selecting and using affective instructional strat^ies Ciuch 
as individualized instruction). ^ e 

'40, Establish and implement a curriculuni design that, will achieve the school's 
;\ 'instructional goals. * . . ^ - 



41. Guide staff in integrating and articulating the vocational'^prop^am with the \ 

total educational progrmn. ^ 

42* Promote the integration of vocational student organisational acitivites into 

the instructional prografh* . ■ ' ^ 

43; Provide for coop'brative education programi. ' . - 

44, Provide for suppLemental/remedial Initructional programs * 

45 . Provide for special 'needs programs * ^ , 

46, Provide for adult/co|itinulng education programs. ' 

47* Ayrange for students to attend programi offered by other educatlonaL agencies. 

48. Guide the artiQulatlon of secondary and postsecondary vocational program 

^ objectives. / ^ 

49^ Approve selection of instructional equipmentp * . . , 

50, Approve selection of instructional^ materials, 

51, Maintain a leading vtesources center for students, 

_ •• ' . " ■ ' * ' ■ - ■ - 

Category C: Student Services^ . 




52, Oversee student recruitment activities. 

53, Oversee school admission services, 

54, Arrange for student loan and grant programs. 

55, ' Arrange fop work study= programs. ! 

56, Oversee student guidance and testing services, 
^57. Oversee student job placement and fbl low-up services* 

58. Oversee extracurricular organizations and activities. 

59. Provide for a student record keeping system*. , 

60. interpret 4nd apply student rights ^ lawsj and regulatloris. 

51, Interpret and apply Veteran's Administration laws and regulations* 

Category D: Personnel Management ' . 

62, r Rrepare and recommend personnel policies, ^ 

63*. Prepare^ and maintain a pefsonnel handbook. : ' 

64. Assess program staffing requirements, " 

65. Prepare job descriptions. . . 

66. ' Establish staff and selection and recruitment proGedures. 

6t. Recruit and Interview potential staff * ' ' 

68 , Recoimnend potential staff to the administration and board 
69* Participate In negptiatlng staff working agreements, . " 

70. Establish staff grievance procedures! „ . ... 

71, .Resolve staff grievances and complaints. 
72* Interpret the staff benefrits program 

~7S~ Counsei^and^dvitw^ta professional-matters, — ' _ 

74, . Schedule staff work loads* ^ 

75, Schedule staff leaves, vacations, and sabbaticals, 

76* Oversee the work of teachers and. other schopl personnel* 
77* Provide for a staff record-keeping system* 

78, ^Plan and conduct staff meetings. ^ ^ ^ 

79, Prepare bulletins and other coimnuni^atloni designed to keep staff infomed, 

80, Observe and evaluate staff performances 

81/ Recpnmend staff promotions and dismissals, . ^ 

52* 'Provide pildance to the staff on legal matters affecting the school program. 
83* IntCTprat and apply licensing and- certification regulatlonsr ' 
84* Interpret and apply labor/ laws and t^epilatiohs, * ^ > . / 
85 £ / Interpret arid apply affirmative; action laws and regulations, /, 



I-iJC^t©gory, E: Staff Davelopmeht ^ , ^ 

86- Assess staff devalopment needs* 

.87. Aislst in the pTeparation of individual staff prof iles, . .: 
T ; 88, Counsel with staff regarding perionne development needs and activities* 
.89* EstaMslh and maintain a staff learning resourees center, 
90* Conduct woykihops arid other In-service progr^s for professional personnel* 
91, Arrange for werkshoips and other In-servlce prograooiS for professional personnel, 
- 92,^ Provide for/ln-service programs for supportive personnel, 

93* Provide for preservice programs for prof essidnal personnel* , 
94.' ArYwige, for staff exchanges with business andundustiy* , , 
r~ 9S. Assist supervisirig' teachers in planning for and working with indent, teachers, 
,C 96* Evaluate staff development programs, , 

Category F* ' Professional Relations and Self-Development 




Maintain^-^th±cal--itandards--ex ^^_„_^^=.. 
98* Develop^ ajid maintain professional relationship with other adtalnlstrators, 
99, . Develop and maintain professional relatlQnshlps with^stata department of educa- 
tion personnel . 

00, Develop and maintain relationships with personnel in professional organizations* 
Participate in prdfesslonal organisations, ^ _ _ _ 

Participate in professional meetings for self-lmprovemeht , » - 

Promote professional image through personal appearance and conduct. 
Assist with th^^evelopment of state and/or federal plans for vocational education. 
Partiaipate-^iffthe development of vocational education legislation, 

epare.^ policy and coimnendation statements, 
Repf^senJ^^acher interests and concerns to other aininistrators ahd the board, 
IjpS^ Develop effective Interpersonal skills, . > : , 

lb9\ Write articles and materials for Journals and other profess iohal media; 
illo/\ Read and use Informatibh from prbfessional journals ^ reports, and related ^; 
" -T^ VVmat^ ' . / V . 

Ill* AApply management by objectives (MBO) techniques to personal work assigranents* 
tJ12. Develop coopers : 
lis. Assess personal performance as an''administrator, - ' ; 

Category^G; . School /Employer/Conmiunity Relations; - - 

^ 114;: Develop a plan for promoting good: public relations, , . . 

JilSK Prepare :and reco™ pubiic' relations and communlca^ : ; 

^116* Coordinate use of occupational (craft , . 

^Itt^ pevelop\worklngvrelatlonships with ei^loyers and agencies. . ' 

^119, Prepare knd recoiraftend c^ with other agencies,^ 

^iMP* Involyaconmunity leaders (political and. non-^olltlcal) In school programs and 

S'-^vC^'^?- ■^^tlvltieS, \. ' , r ■ 

121/ V Part \ 
;i22. Participate In conmiunity^ . / ■ \ 

^123* Promote good^ relationships between vocational and general education staff* ^ 
i-124V EniburUge staff >partlpipatlo civic/ service * and social organ-: 

.'. • izations i r. • . ; ' ; '. • ~ ' ■. . • , • 

12S. Promote cooperative* efforts of parent -and teacher groups , '> • • - 

il2&;T'^Ci9nduct conferences, with individuals relative to the vocational programs , , 
:it27> ; M aiid cpTifer with visitors, ^ . , = 
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1281 Conduct Infomational programs €or the piblie '^Csuclj as open house career 
awareness* programs) . . . ' ^ 

129, Make publie presentations on school progrsuns wd kctivltlas* 

130, Conduct public hparlngs and mee^ , " 

131, Conduct alinnnl relations program. - - ^ y - 

132, Conduct orientation programs for students and staff, 

133, Conduct recognition prpgrMs for-^ staff, and comun^ty supporters, 
134^ Plan for exhibits and displays.; ^ 

135. Develop materials to promote the- vocationaL pro 

136. " Write news releases for school and area media, "J ' 

137. Obtain and analyze Inforiial-feedback about the school. ; , , 

138. Evaluate the public relations program. : <\ \ . ' _ 

139. ^Inte^ret and apply public '•right-to-know" laws and ..regulations. r 

Category H* Facilities and Equipment Nfanagement ' . - . 

141. Conduct land and facility feasibility s^^^ . , 

142. Retojwnend building sites* C' ^ ^ _ . r ' ^ ' ^. 
,143, Recommend the selection of an architect. ^ ^ , 

144, Oversee archltactural planning, ^ ^ . , _ 

14&, ''^ ^ply building code' regulations, to school facili-^es.'. - ^ ^ ' : ^ 

146k Submit facility and ^ equipment specifications.' ' / ^ ^ 

147.. Analyze building and equipment contract bids, ' ^ N 

148. ^e-fsee the construction of 'facilities, ' ^ : \ V, 

149. Recoiranend acceptance of "new building, o , 

150. Provide and maintain residential facilities for .^tudents. , / 
Jl51. Procure equipment and furnishings. . * ^ J - 

152. Plan space requirements for programs. ; ' \ 

J.53.^ Assipi space according to priority needs. * - - ^ 4 

154. Develop and impiement an equipment and supply inventory system, ^ 

155. Establisi) preventative maffi^ for e^ipment and facilities, 

156. _ Establish vehicle maintenance ptogrra. ... ^ ; * / 

157. Oversee the^daily maintfenaiice and upkeep of facilities. ^ 

158. Oversee the daily maintenance and upkeep of grounds, 

159. " Interpret Bnd appiy transpbrtatitJn laws and regulations, 

160. Arrange^ for student transportation services, . / 

161. Oversee school cafeteria services. . ^ ' / 
.162.. Arrange for vending services,. ' ^ . _V l _ 

163. Interpret and apply health arid safety laws and regulations. : 
164; Mvelop and implement safety programs, ^M/- ^ 
-1657^-^Estabiish emergency plans (such as fire and disaster) ,^ 

166. Establish and oversee a security program- ^ > . 

167. Schedule and oversee comnunity^s use of facilities. ' 

168. Develop long-range facility and equipment plans, 

166,: Prepare and submit renovation and alteration plans. ; 

Category 1: Business and Financial Management 

170, Prepare and recomnend financial policies. . , 

171, Establish purchasing and payment procedures, / — 

172. Establish receiving and shipping procedures. 

173. Prepare and regulate operational budgets, > : ":. 

.174V Prepare and regulate, program budgets, = . ' ^ \ „ 



t'^S-;J:Pr;©par#*and regulate capital- in^rovanient budgets. 




i^79;^;C^'Lo(»te ^soiureas/^ funds, for- program development and operation 



^;lB64:trPresi^t> le vies and bond_ issues_to voters,. 
P^lSt£jsjrA^rov©_ all major expenditures. ; ■ - ' ^ 

^i52>£"|ArofP and work orders. , ■ 

1^1^183'^**"^' ^torlBig©''fb of surplus funds* 

^184Vvi Ptovjde^for the collection of stucfent fees. 
"^118^5- '-Establish and maintain a petty cash fund. 

^Establish procedures for charging for student work. 
^iS^;: T- D^^e™ine insuranc e cov erage needs . 

an ; insur anc e pro gram . 



.ivSSelect^ ind^miintain 
|||i89L, Interpret and apply insurance laws and regulations. 
" flSb. ; Respond to buiiness correspondence. 
Ji91. Prepare local, state, and federal reports. 



tV'. 
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D^elop and cdranunica^ a philosbpl^ of vocational education in' terms of its % 
objectives, goals, and purposes and those lof gtneral education to .provide K-c^%^ 
^direction .to .the tptal' educational progr^ \ \; j \ ; ^^ ,11 

-^Develop leadership in-developing a broad viewpoint-whieh^does-^ot—res^^^^ 
\ thinking to only' one or two conventional na^ow areas of vocational' ,Wucatidn;;?^^^ 

utilize and promote in others an adequate working knowledge of the h±^^%=:^^-^ 
' and development of vocational education through, a laiowledg.e^of each service . 



area within vocational, education, . 



identify with and support the forces and organizations that/ tend to raise the \^ 
standards and practices of vocational education i 

~ Category: II. Organisation and Administration/ 

Develop, maintain, and utilize a. system by which local policies are considered, ' 
adopted, implemented, interpreted, evaluated, and revised/ when essential,, to 
the operation and/in^rovement of ichool functions , ; 



Inte:^ret, .communicate and administer federal, state, ai^'d local policies that 
govern and regulate the operation of a vocational program. 

Develop and submit for approval short-range iojim year) knd long-range- (five 
yetfrs) admimstratiVe plans. ' / 

' / / ^ I 

'Identify, conmiunicate and represent ^vocational education interests with fad^. 
.eral Md state resources and organizations that are atithoriied to provide ^ 

/training programs for disadvantaged, handicapped,^ arid /other persons not -in- 
cluded in the regular vocational program. / - ^ 

f Kee^ informed of 'and cbiimunicate special . Jederal-^and f^ opportuni- 
ties. ' ~ ' / ' ^ 

Direct^eveiopment, provide input into , submit proposals for special federal 
and; state funding, ; ^ / 

5 Approve the school »sv instruct ional^and-^safetyTsrogra^ -legalr require--; 

' ments and safety, standards (Occupational Safety and Health Education Act) _ 
pertaining to vocational . education. 



Develop or approve and coordinate a communications system with staff , chief 
school administrators, committees; governing boards, educators in other 
schools, and students regarding educational goalsfjand purposes, curriculum, 
activities; and all other subjects of importance, 
program . 



concerning the educational 



Develop and/or approve and utilize effactivff techniques of public .relations 
. Ce-g* brpchures, news releases, mtetlngs, conferences) and communications with 
^ participating schools s parents/ governing boardar arid the public at large to 
.improve the understanding and support bf vocational education. v 



Develop and aaininiiter an organizational structure chart and/or description 
showing the relationship of positions, individuals, and programs to the organ- 
ization as a whole. , 

Request and, utilize assistance and cooperation-of:^it^~te staff and fellow admin- 
istrators in promoting, developing p^malntaining^ and evaluating the. vocational 
progr^. ^ ^ • " ''j^ ■ l _ _ 



Approve a records management system which will provide safe and efficient stor- 
age for the school 's doci^ents and records (e.g* student and, personnel recordSj 
public information items, etc.)- ^ < - 

Direct preparation of, review, and- submit required reports and reports deemed - 
appropriate regarding enrollments, program planning, advisgry committees V 
activities. . - v' . 

Approve a system for routing printed materiais', mall, information and^supplies 
to those on the staff who need or may find the materials received of interest ^ 
■ and value ' - ■ ^ .^y '-V- ■/ ..'^ . ■ . •■^"■^ 

Develop; and/or approve a system to maintain up*to-date teachers' and students* , 
handbooks and written operation procedures, V ^ 

Utilize legal counsel for faculty and staff on the ^ legal impricatio'ns of the 
teacher7a4ministrator^ teacher/supervisor, teacher/teacher, teacher/parent, 
and teacher /pi^ll roles. ^ : ■ 

Approve an In-schbol student lunch p^rogr^* - ^ ' ^ ' , ^^^^^N^^ 

Approv^ an up-to-date Tationale which relates specific vocational education 
^instxiictlbnal activities vto the to education program ^ - ^ 

Administer and promote a short-range and long-range educationai program plan 
for students which will provide vocational Instruction. In accordance with 
established goals, policies, regulations, and. standards, 

Approve programs (self-contained and mains treajned) geared to the disadvahLtaged 
and special needs students, " \ - . . / 

Reyiew^an d s ubm it specific re conmiendatlons^fQr, major, cour sf and/or program 
changes to appropriate committees or governing board. " - 

Identify specific legal implications affecting vocational students in hazardous 
occupations. ^ p - 

Categoryr III* Ins tructldnal Program ' 

Approve courses of study, an instructional resource center and instructional 
software and ^hardware to implement the total instructional programi 



Approve and provide input into the work of outsid© curriculum- ipecialisti for 
assMtartce ia davtloping cuxricul 

iApprov«_and^direct^^ppropriate service area C^raft) advisory connnittaas to 
aifgiit im determining curriculum-content -7- — ^ - 



"Promote uie of available studies, surveys, and research to dateiroine .ongoing 
program direction, size> and content* . < ^ . 

Review and submit for approval a system for evaluation of the quality of in- 
struction. • i ■ . .. •"■ ' ... • ' .; 



Approve and conmunicate a ^A*stic, flexible, and workable schedule of course 
offerings. ^ ^ *_ ' 



Approve the development and utilisation, of specific performanq,^ standards for , 
ail pccupational areas. ^ 
- U V- _ - ' ' ' ^ < ^ 

.Reviev^^ and submit for approval a grading system compatible with or convertible 
^to the ^gr^dlng systemi used by participating schools, V. ^ - ^ 
. .. . .. . r ...... .. . ... J _ ^ -^-^ 

Review and submit for approval agreements with 'community sources for providing 
■ additional program opportunities b J 

Category: IV> Physical PaQilities ^ ^ ■ ; 

Determine/ with selected Staff members, the specific needs for adequate and 
appropriate facilities to operate an effective and .efficient educational 
program* ' = ^ ■ . 

^Review and approve or submit to- the Board for approval recQifflnendations for ^ 
essential changes' and alterations 'of the physical facilities to pro^^ 
provement or expansion of the instructional program* - 

Develop, with selected, staff members, a plan to acquire the needed' facilities 
to operate an effective and efficient educational jsrogrMi, 

Review and Epprove reconmiendations for new and different types ^of equipment 
to keep the ihstructionai program compatiblewith the needs of business and 
industry, . _ ' ■•, ■• 

Review external vocational education facilities to accommodate expanded enroll 
ments and technological advancements related to the vocational program. - 

Procure when available, sui^lus equipmentv tools, andr supplies-frora-state and- 
federal dispersal centers, ; . ' 

Recommend to the Board a program to provide regular inspections throughout the 
school, including instructional areas, to locate hazardous condiUons and take 
those uteps needed' to correct unsafe conditions* . ' . 

Develop and submit a security system to protect th# school building and equip- 
ment from damage and theft . . 



^ Review and approve a system for receivings storing^ faid diitributing-all sup- 
plies and materials. ' " f ' 

Develop and submit for approval the policy to regulate" the U3a of-ihe school 
building and facili tie^^yjoutside_groups^and^ndividualg\ yil:^^ rLi 

: Review and submit for approval work loads for buildings and\grounds maintenance 
and custodial staff • - \ 

Supervise the development of the fiscal operating budget in line with approved ^ 
program planning and established priorities. : 



Approve and administer an acceptable accounting . system^ providing for checks " 
andbalanpes and audits > for the control of all appropriated school monies 
r in line with the approved state accounting manual. 

^ Dirept the develdpment of a fiscal management procedure for acquiring opera- - 
^tional funds through taxation^ advance payments, vouchers, and reimbursaments. , 

Direct the development of a program of investments and interest-bearing ac- 
counts for inactive funds* . \ - ^ v 

Supervise the preparation of and submit periodic, reports to 'the governin'g 
board /and appropriate operating conmiittees relative to the financial status 
of the school , ^ , : ^ 

Category: V, Financial Planning and Management 

Review and approve a perpetual invenfory System to accurately account for ^ 
equipment^ tools, supplies, and materials. ■ ■ 

Review and recommend the administrative details of the appropriatfe insurance 
programs carried by the school and the insurance program which will be offered 
to students as school insurance. ^ 

Develop and administer a system for approving travel escpenses for members of 
the staff . ' . . ■ ■ ■ ■ ..- 

Review and recommend to the governing body. a schedule of charges to be made 
for school-produced items and for services -rendered. ^ ^ 

Develop, administer, and conmunlcate a procedure for establishing priorities 
for ;tRe use of funds and other available resources. 

.l^"^'' ■ --^ ' ■■" . ^' ■ . - ^ v.. . ^ ■ -'. - ■ ^ ^ . - ' - ■ ' : 

Determine^the- appropriate criteria- for-w^^ 

of equipment, tools,' and supplies T.n accordance with the school code. ^ * 

Keep informed of and comply with the regulations regarding the use of bids in 
the purchase of equipment, supplies, and services. 

Review an^^ submit for approval. specifications for the purchase of equipment, 
tools, and supplies. 

Review and submit for approval appropriate recommendations to the authorised 
purchasings agent for purchase, ! ' ^ 



■ii/ Difect preparation of, long-range prbjections o£ needs for facilities, eq^iP" ^ 
v: :;>#nt, and supplies and fihancing of existing and emerging vocational education, . 

;v;.'.';;---'pr(E)grams. " '. ' , i ,• . ■ ' , , 

lei. . Direct the preparation of img^eri als f or ^ and^^ of passage of bond is - 

' .° sues affecting the vocational education. pTOgrams. _ - ; 

' " • Category ; VI ■ Staff Personnel ■ ■ 

63 Determine and reconunend. the number of professional .and nonprofessional support 
" - persons which. are required for the efficient and economical operations of the 

school . , _ " : : ■ ' " . - ■ :■ "■. 



64. 



Direct the development of and approve position descrip,tions^eci^ying^he__-=|:^^ 
duties and responsibilities for pemQnsJilllng"^ established posi- ^/.j. 



tions 



65 Develop and utilize a system fbr recoimionding the selecting staff memberF^y 
''■ Ca) developing seledtlon criteria, CbD using effective interview skills, and^ 
(c) effectively communicating recomnendations . 

ee! Develop a checking system that all faculty and staff personnel hold valid cer- 
tification, " ' " . 

67. Direct ind participate in an induction and^orlentation program for all new 
personnel, ■ , ' 

.68. MalntMn a record- of special assignments delegate to members of the faculty 
' so as to eliminate overloading o£ some persons. ' - 

-6§f^ Participate as a recognized leader and advisor in the field of occupational 
education witHin the school and the Coi^nity, 

' . ■ ' ^ ' . ' . ^ - . - _ - ^ 

70 bavelop^Tnalntaih, and promote gaod human relationship^ in all de&lings with, 
the staff and student body and holding inviolata personal business and polit- 
ical . informations V ^ - ; . p ^ . 

71/ Develop, maintain, and promote an active anE professional relatioh^ip with 

state, county, and local educators* - v ' 

72; Participate as the liaison r^resentative between the vocational school or 

department and all ;^articipating schools* 
' ' ■ ■ - ■ ■ . V s f ' ' " ^ '° ' . ^ 

73. "Coordinate the deYelopmeht of and implement an Equitable and sound salary 

structure for professional and nonprofessional personnel. 

74 Submit to governihg 'board and implement approved' sourtd, fair, and' reasonable 
personnel policies including those referred to as "fringe benefits. 

7S.' Develop a plan to involve individuals in making decisions which affect them.. 

76' Assist in developing,' implementing; and evaluating the procedure by which . 
/ ' members of the staff can have a. fair and impartial discussion of their prob- 
• lems, complaints, and grievances.' 
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^$i7i^^':''k^d^ and- maintain a confidential personnel record system fo^all mam- ■ 

bers of the staff/ ^ - - ^ s 

E;;i78'* Approve a roster. of substitute teachers, . 

80/ PI ariv and direct staff; meetings that have, purpose and offer a ehallerige to mem-- 

^r 'r' . / bars of the.- staff.-" . ^ - " - \- - • ■ . ... ^ - ^ ' 

!jW,8r.- Assist in developing^' establishing, and. participating in^aix^li^^ 

ft i : V : tiqn plan related to j^ie^recpgniz^d^naeds-ofr and admlniitrative 



: 82; Participate as host and/or provide escorts for individuals. or groups that visit 
\ ' V the school . ' . ^ - ^ ^ 

XsSi Develop and promote conuiunicatioh and professional relationships with local 



V. 



private and proprietary schools, 

Category! VII, Student Personnel 



: 84, Determine arid submit for approval the basis for determining the number of stu- 
: . 4ents that can be accomodated in the total program* 

; 85*^ Approve policies and procedures ^ in cooperation with the'^particlpating schools, 

for\the selection, orientation and registration of students In response to 
; : : : ' community changes for entrance into the yocatlonal program* ; 

86. Approve with participating schools procedures -for determining and coordinating 
V compulsbry attendance and keeping of attendance records, . 

87- . Approve a\ comprehensive guidance within the school and in cooperation with 
W ■ participating schoo^ls including placemfht and follow-up of all .students,, grad- 
uates and early school learn^i* . ^ ^ 

r . 88, Approve. the medical service program that is maintained for the welfare of^ the 
. ".atudents , ^ - ^v'*^ ■ ' ■ ^ . ^ " - ^ 

;ii ;89, Approve a program of student government. 

0 ■ . 'y. \- ■ % ^ ' ^ '■^'\/ . 

90. Approve ^a system for handling discipline cases ' that have-been referred by mem- 
; b^rs of the^ staff tb^^ the adrainistr^ioni - ^^^^^^^"^--^ 

' 91. ' Be ihforinad of and comply with the Rennsylvanla State Students* Bill of ffights^^ 
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^??5Si§?3'^^''7'^^ ' . ■= ■ ;'.. . ' - '-258 ; ■ ■s^">''; -M;" * t"!""' " ' ' . V'^^W-S^'-Wfi^^-^^^ 

P^duthem Illinois University at Carbondale, The Implementation ;6f a Mbd^l Competency^r-vin 
sM flased Graduate Program in Occupational Education Administration , Department of Occu- 
|-.;'pational Education, Contract numbers PCB-C5-017, August, 197S. ^ ; . '.; 



^ Occupationa.1 Education Administration^ 
' : Competency List ..." 



PROGRAM PLMNING i IW LEKENTATION : PERFOWIANCB AREA-1 ' 

■ ' . ' . ' ■ ■ ■ . ' . 

Be responsible and accountable for promoting, developingj sustaining, and evaluating i.;.. ^■ 
- vocational programs, for a comprehensive high school system, an area secondary voc^--^,'-^ 
tional center, or a community college. -. "•'-^ 

- ' Occupational Pro gran Planning , \a 

1.1. Given the task of planning a total vocational prtfgr^, tbe-^#e^lt±0tai educa- 
tional leader will be abla tot ^ / , ^ - " w, _ 

1. prepare a short-ranga and a long-range program plan for. vocational educa- 

. tion in the school. ^ , ' ^ . 

2. determine the occupations for which training is to bs Sf f erad^in the voca- 
tional program. - i - 



3. analyze long-range cours% needs' for thfe vocational progrmn. _ . 

4. identic the conpatencies needed for entry into; a^^ 

. * 5. secure assistance from staff members in the preparation of the Ipcal plan. 

' 6. submit a proposed program plan, to the local administration based upon the 
rasults'of.a vocational education survey^ 

7. analyze Job market, student inter est sv ^Initial cost, and ongding .cost re-, 
lated to existing or proposed specialiaEed vocational programs; 

. . 8;^ ' Write general objectives for a vocational education program, ^ - ; 
9. determine manpower implications for vocational education, 

10. verbalize the economic implications for vocational education* . 

11. secure the services of Federal . and. State agencies for progrwn development. 

12. identify employment trends at" the local, _ state, regional and national level. 

13. Identify changes in technology and equipment in industry relating to exist-, 
- . ing vocational programs. ' ^ / ' ^ 

. 14 i "design relevant programs. and tourses that -are refXective of constantly V 
■ changing qccupations. . . ■ ,, .'r'- ' . 

IS. provide~leadership in the identification of the vocational education pur- 
poses and how' they.jrelate to the objectives of the Instltut^^ 



:16v develop pro geared to the- disadvantaged arid special needs students* 

;17. develop and present a prograjn to prospective students and the cOnmunlty 
which explains the vocational program available to them, 

. _ _ '" ^ ^ . _ . * . ' ' ' , ^ 

18* ^apply- the knowledge of state and federal legislation' and its impact upon^ 

pWgram"plannlrigv~™-^ — ' — . _ 1: / ^ _ _ ^ 



\ External Resources and Planning 

Giyeii the need for using exlternal resources in program planning ^ the occupational 
educat ton i eaderHwiUh^- able to i- - - >^ ; „ ■ ^ ; 

19*: enlist the aid of stat§ emplojnnent office perspnnelj key figures in business 
^ and industry^ state staff ^ and teachef-tralnlng institutions, for program 
planning purposes v ; 

.20; consult the local offlci of the U-S, Employment Service to obtain inforr^ ^ 
mat ion on manpower -trends and needs, ^ . ' 

21, identify the role and function of advisory cpmmittees and orient the com- 
mittee to that role and function, \ 

22, obtain, school board authorization for organizing an advisory coimittee, 

23, establish the /criteria for and; select advisory committee members- 

24, establish a working relationship; with advisory committee members* 

25, enlist the aid ^ of the advisory comniittee for long-range program planning. 
pu3Tposes;>^ ^ / - . ; - 

'26, use the expertise of the advisory coimittee in making an analysis of an , 
occupational field,^^ , . . - / 

27. enlist the assistance of management arid labor representatives to Identify : 
a variety pf occupational opportunities. 



• ' Analyzing Operational ProgrMs 

Given an operational occupational eduction program, the occupational education 
will be *able to: ^ 

28, develop'a procedure for keeping all .staff members informed about all vqca- 
■ tional programs and courses, * ^ / 

29, provide leadership for redesigning programs and courses as a result of an 
admiriistrative edict. - # ^ ' . • '/ 

30, schedule staff and facilities for maximum program iitilizat'ion, 
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31.. seek agTeaments with coimunity sources for providing additional progr^^ ' 
opportunities, , . 

32. evaluata alternative instructional avenues in terms of benefit vSt cost. , 

33. iuild fiaKibility into the vocational schedule so that students can change 
their level of training if justified. 



34V identify specific legal limitations affecting vocational students in 
hazardbus occupations* , . ^ . 

35, analyze current and projected instructional needs* 



Improving Instruction And Curriculum - ^- - 

1,4. Given the need to improve instruction and modify program components, the occu- 
pational education leader will be able to: 

36. - assess program direction in light of criteria provided through or ganiza- 
.-. ' tional patterns at the state and federal level*, — ; 

37. Involve ei^loyers and labor representatives \^en evaluating voc 
courses and programs* ^ ^ \ 

38. involve students,, staff members, administrators and outsile agencies in 
the evaluation of the vocational programl 

39/ develop and implement a procedure for evaluating the total vocational 
^ program, 

/ STAFF RECRUITMENT: PERFORM^CE AREA 2 

Analyze from a base of knowledge, sourcer of applicants and the. regij^^ents of each 
position, in terms of job speclficatloni professional preparation aftd interpersonal 
.relations needed 'for a position* ' \ , . 



, \ ^ ' y Writing Job Descrintlons^ 

2,1 Given' a packet of job descriptions, and other relevant data, the occupational^ 
. education leader will be able to: , 

40. detemine sources from which applications may be received, i*&., colleges 
and universities, - \ v 

41^ determine alternate sources of employees such as neighboring schools and 
industry, ^ \ ^ ^ 



.v^ i . 'v V, " L ' Analyzing Applicant Credentials - 

Given a set of credentials and data relfvant to th© position to be tilled the 
voccupational education leader will be able to: ^ , 

"^42* . determine which person can meet present instructional "heeds, 

43r^predtct ;candldata ability- 1^^ 

44, :. deteatmine the stability -of the candidate and the likelihood of providing 

stability to the staff, _ — ^ 

. ■"• . \^ • " ^ / ■ ^ : : ^ ■ 7 ■ - ■ ■ ^. ' . ■• / V. w 

7^ ! : - \ — ' Intewiewing Candidates ^ ^ ^^^-^C^^^ ' ^ .. ^^^ 

Givin training in the interview process th^ occupational education leader will 
^ be aBle to: 

45, determine an applicant's prrreptiXiT^ of. his rol% as an instructor , 

46, ^ *deplct the instructional. respojisibiHty of an open position, 

47* assess an applicant's attlt^e toward himsel^f during the Interviewing. 

48, . evaluate the feeling of \^e applicant about the importancS of the ^'ositioa. 
he seeks . 



. ' Choosing Staff Mtmbers , . ; . 

After evaluating credentials and interviewing the appli'bantV the occupational 
leader will ^be able to i : ^ • . : 

49* choose the job applicant whose temperament^ academic preperatlon and pro- 
fessional attitude best suit the positicai open^. V . ' T 

SO* hire professiohal staff members, ^ . 

PERSONNEL DEVELOPNffiNT AND MANAGENENTr / 
PERFORMANCE AREA 3 ' 



Stimulate the dev^lopinent of, establish, and evaluate the criteria arid the 
processes. by which faculty members may be evaluated, promoted, disciplined, 
and released through due process in order to assure the quality of the faculty, 
and high faculty morale. . , ; ' ^ ' 
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..... . New staff Orientation/ ' • . .' . . 

PslW^Given a group of new staff mtmberi.;the oeiupational^e^^^^ 

al;le, ,to : . ' , . . ■ - • '^"^ 

51. help new staff members acclimate themselves to the job and the community,;; 
• especially the first few days. / ; , * ■-. 

:52.-l_assist^new^staff _ member^ ^^i^^i?* and regulations-; p|r.^:gA 

, the institution. '" ' ' . • ."' ' ■ ■ 




■ ■ , ■. •' ■■ Staff In-SCTVlce " , ; ' . • ,, ' ' - ' 

Glven^staff needs, individual staff characteristics, a description of the ^/c 
educational envlroiirent aHd its b 

be able to: _ ' ■■; ■ ,'■ ■ ■ 

S3, provide in-service training to serve individual needs of thoi^ beiiig^^ 
' , " -trained. ' " ■ ' " . ., .■ : ■ ■ '■./■■■'-r:-// ;-,^ 

^54. develop and impleSerit an in-seimce program for 'all staff members with ; 
V " special activities for beginning teachers., ' , v- • , 

5,5. .promote among staff members the desire for constructive Interrelationships 
■ { ■ with, students;- 

sl. encourage staff members' to pursue academic and work experience . t'o develop 
V or' up-date skills. i • ° ./ v . 

'57] explain to staff members in an objective manner wherr.they are most, qual- 
' ified and where they ar.e most lacking. : , v ■ - 

:\ • ■'. ■ ■ : : ■ ' ■ ■ • ■ ■ - - ' ■ 'r . ■' * ■ - 

58.'^. pl'an with staff members for their continued prof essional growtK thrpugh . 
\ specific academic and non-acad©mic, experiences. _ v , ^ ;■ 

■-; / y - \' ' \ ' ' ■' " ' /■■- ^ ■ ■: ■ ''" ' ■ ^ - 

\ nr-^ni nat ional Climate ' ' / 

- - \ ■ " ■ ■ .■ ■ ■ ■■ ■ . - ,■ V ■ . '■■ . ; ' ■■■ [I 

3.3. Given > individual performances aJid accomplishments , and- the personality staff 
: ' menibers, the occupational educatioh leader will be able to: ; 7 

ikentify factors which provide staff members with Job satisfaction and 
dissatisfaction. ■ ^ ; ' . / 

state legal requirements fori dismissal or failure to grant tenure to a , , 

-sta:ff:--raember,.., .._„„_.,:;__^„„_„._,.J.,.„_„„_..._ ^ \ ] / j; ^ , 

inform a person when he Is in danger of being dismissed and give him'the 
.opportunity to take steps to' avoid dismissal. 

inform i person who is not to be rehired specific » concrete reasons for 
his, di^^raissal . ' ' I - ., , , . .'• 

j; . ' 'l- . ...| ; ■ 9.79. ' • ' ' - - 7:. . . ' ^i'^M. 




;63,: criticize a st^^ without stripping him of his dignity, 

64 i supply another hiri-ng official an objective account of your 'reasons for 
;dlsmi$sini > former ata&f member if that official dont acts you. 

6S, rdeterittine staff members ' ihterests before establishing an in-service 
*^ training program* ^ _ ^ - 



66 i maintain stai f rmorale-particula^^^ is - disagreement among sta££ 

.members concerning erne or more aspects of the existing program on new J . 
hew programs being proposed. / 

67% ^foster a climate where teachers look for ways to cooperate with other 
disciplinei in prpyiding broader ^experieM for students* 

6&^ create a climate in which staff members believe that their inquiries are 
welcomed by colleagues and support personnel alike ^ and do not represeiit 
shortcomings but a desire to learn, ' 

69 • explain the'positibriC^) of Mroinistrative bodies to staff members who 
resent or dis^ree with the positionCs) taken* 

. . r - ^ ■ . . ^ ■' 

. ' PROGRAM OPERATION^ PERFORMANCE AWA 4 - 



Place in operation all program components, staff , students and all other 
resources to provide a functional program which meets the needs o:5 students^ 
and the conmiunity. ^ ^ 



' ' . Scheduling qtaff 

- ^ ^ ^ ■ ^ ■ ' ■ \/ , . - ^ 
Given knowledge of staff problems, and Sjfcheduling difficulties the occupational 

education leader will be able tor 

70* identify^ methods of seeuring assistance from your staff in problems 
arising in program operation. 
' - " " ' ^ 

71. provide a safaj healthful environment which is conducive to staff members 
: work, ■ ■ . / . ' . ' 

72, balance worjc loads of staff members*. ' ^ . ^ 

73/ utilize effective scheduling of stafr members and facilities to afford 
maximum benefits, r * V " 

- -^"^ \ ■ ' ^ ^ ■ 

• -v . . , 

" - Stud rmt Teachers . / / , 

■. . . . 

Given iriformation on student teaching policies, regulations, and institutional 

= . 273 ■ " • . r . ■ : ■.: ' . .,■ ; 
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obj ecives . the occupational education leader Mill be able to | 

74. Lslst supervising teachers in interpreting policies and regulations of 
/the institution to student teachers . ? . .. • , , , ' - - 

75. / evaluate "classroom instruction based on stated goals within tlie framework " ' 
of the philosophy and goals of the Institution. ,p 

.TfJ. identify perfo rmanc e standard's for each task in an occupation to :the staf^^-; 
membei's training students for that occupation. " •■; — " 



■ , , Advisory Committees ' ■ ■ ft 

Given kr^wledge of working with advisory cominlttees.-ins.titutional|qr,^coinmunity\;: 
professionalise the occupational Education leader will be able-to:-:---.^-^^ 

77. recn^it businessmen, professionals, and -technicians as resource persons , ' 
for vocational classes. ^ ■ ■■ ' , ,. , , ; 

78. establish working relationships with advisory committee members . . " ^ 

79. supervise the advisory -committee In conducting a vocational education - 

■ survey. '-. ' ' . . " ■ ■ ■ ■'-■■y. - -'l- 

indicate resource persons who can provide consultation service ^to the : , ■ 



80 



advisory coiranittee, ' " ' ' , ( r i 



St^conununicate the date, place, and agenda of an advisory committee. meeting 

to'all persons concerned, ' - r - . ^ ■" 

82 • collect occupational data from eraplbyers to identify vocational education . 
^ ' needs. . , ' _ " . — ^ " . ^ ■ 

^ ; DSta Collection^ Anid'' Results • ' . --^ ■ 

Given knowledge of special reports, data coUeCtion and-educational surveys. \. 
the occupational education' leader will be able to: ■ . ■. 

83., organize reports into a" concise form so that only the data related to the 

subject of the report is printed. ^ ' 

84 accumulate data of vocational reports required by thei state departW of 

^ ■ ' ■ j ■ = ^ ' ' ^ . , . ■ ■ 

education. . ^ ' ^^-'^ ^ . 

8S. obtain administrative approval for a vocational education survey.,^: ■ ^ . 

86- design a concise, 'clear follow=up instrument which will furnish needA^ . - 
JL^ata and that is ^^rief enough. that participants will complete and retlm , 
the InstrWent. . \ ' ' . . ; . 



Given aloiowledga of accident pTfventlon, legal requirements^ and studant spe- 
cial needs, the occupational education leader will be able tor, .^^^^^^^^^^ ^ 

87. develop and communicate a safety progr^ based on legal requireraenti and 
safety standards which will permit optimum utilization of equipment # 

_?J^ a dap^ _ejcistjLng_inMy^^ 



. Curriculum/Time Evaluation 

Given knowledge of vocational pfograms, scheduling of faculty and students the 
occupational 'education leader will be able to: ^ 

89. evaluate content and time allotted for present courses and programs. ^ 



PROGRAM MANAGE^ffiMT : . PERFORMWCE AREA 5 



Apply management techniques to all aspects of a total vocational program uti- : 
lizing external and internal resources. . - , 

Supervisory Functions i 

Given the knowledge of supervisory, delegative, and cooperative responsibilities 
arid^the means of their effective application with staff personnel, the occupa— 
ttonal education' leader will , be able tor 

90. ^ identify those staff members who are capable and willing to accept, and , 
' carry out responsibilities delegated to them, ^ ^ 

91. incorporate controversial issues when maki^^ decisio^j^ on^e particular 
- issue. - - . ' 

92. utilize the skills of staff members in solving problems related to the 
vocational programs, ani give due credit to the individuals involved. . ^ 

93. establish ah effective chain of command^ with" a responsible supervisor at 

' each level. , . „ ' ^ 

94 ' keep staff members clearly informed as to what is expected of them. '^^S^ 

'g|: 'inform staff mambers of the accepted methods to t.-.-; used in the resolution 
. ^ of; grievances , ' ' ' * ' ^ 

- . , ' . . % ' , ' ' 

JeV' settle grievances quickly after, listening, to. all issues and^ posita^ons. 



97. secure m^imum perfomance 'from staff 

98. atstst ttaff members in defining goals, talks, and purposes of new propams 
as wall as developing naw approachei to instruction (t ©am teaching, modu- . 
lar scheduling, etc.)* . \ I 



-Qceupat-i^nal— PyogrM-Pol4oW-Up = 



S.i. Given a school progrMi.and the procedurei invoived to . effectively guide the 

student's learning and meeting of his goals, the occupational education leader 
/ will be able to: . 1 . • ^ - 



^ 99, >ppraise the. value of general education to vocational students- 

100. appraise the value of various testing methods as a basis for counseling . 

students, ? . / f 

' , - ■ ^ . - ■ . ^ ■ •/" ■ * ^ ■ ^ ■ • ' - - 

101. evaluate programs ^on the basis of tWe progression of student behavior 
toward established goals. ' \ 

102. detemine the reasons students drop out oft the vocational program. 

103. determine the need for follow-up questionnaires 7 

104 Revise a system for continual follow-up information on tha placement, 

employment and training status^of each graduate of the vocational program, 

105, motivate staff members to provide information prospective students % 
fc^ all. vocational offerings. ;^ ? . 

106, work with guidance personnel to develop occupational; information describing 
local and national opportunities. \/ - ^ 

107, suggest to teacher-coordinators methods of Imprpving in-school and on-the- 
job cooperative vocational education instruption, . 

- • . - ■ ' . . r . " ^'^ " ■ ' ' ' 

lOS . interpret the role of guidance/ coims^ling and placement in vocational 
educatjjon. ^ , : ^ 



: Management Style j Development / . 

*S,3. ^Giveni the knowledge of management techniques,, 'the occupational^ education leader 
' will be able to: ! , ^ J / 

109. diefine background information concerning contrpversJal issuiBs which re- 
:^ . . • quire decisions . ' • • - 

^ ^ : . 110./ i^^ federal legislation related to yoc^lonal education. ■ 

' ^ • 111 . ' correlate job Market , student , interest ; Initial cost and on- going ^ cpst 
. - "related to existing or proposed spjscialiied vocational programs within . 
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the vocatiohal education program,: ' . 

112. delegate authority to units of individuals nearest the point where the 
action takes place, 

113. perceive evaluation of the program as the responsibility of ''students ^ 
^ staff members > administrators and outside agencies, ^ 

^1 WT~eXpTWrTna^l^ 

vocational education, ' ^ ^ . 

115, realize whan he has made a mistake and profit from the experience, 

116, examine controversial positions, make a decision and Justify the position 
taken, 

117, maintain ethical standards expected of a professional educa^tor, . 

. - - p 

118, devise a plar for survey staff to^ follow in conducting a vocational educa 
t ion survey, ' ^ - 

119, ^ cooperate, with fellow adipini^trators in education planning and decision 

rmakirig at the local level, . ^ 

120, select the most appropriate system or procedure for each problem with 
which he is faced, ' 



Complying With Legislation / ' 

iven the procedures for establishing public relations and the ability to 
interpret and comply with legislation at the locals ttate and federal levels, ^ 
the occupational education leader wijl be able td: 



121, utilize state office personnel anytime their expertise can assist in any 
facet of the vocational programs ^ 

122, plan, schedule, execute and evaluate in-service training systematically, 

123, cooperate with state staff members in^ promoting, developing^ sustaining 
and evaluating vocational program, ? ^ " 



MANAGENffiNT OF PHYSICAL FACILITIES, SUPPLIES AND . . - 
EQUIPMENT: PERFORMANCE AREA 6 : 

■ ; = . ^ ■". , ,y . \ , . U ■ 

Prepare budgets. and acquire and utilize facilities, supplies and equipment to 
their greatest advantage for the institution, - 



'J ■ • 
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' = , Facility Md Equipment Budgeting . 

6,1 • piven the current budget, m inventory of present phyilcal facilities and the 
curriculiM the occupational education leader will be able to: 

124. specify the long range facility, .equipment ani supply needs for the voca- 
tional education program. 



125. prepare a long-range budget which projects the financial needs of the 
total vocational education, program* 

126. plan an operating budget proposal for consuinable supplies^ servi'ces and ^ 
materials needed in a vocational course* . i 

127. prepare a capital Qutlay budget prdposal for the total vocational prpgrffln, 

128. prepare budgets based on anticipated incomes from federal * state; and local 
sources t ^ , , , 

129. file reimbursement claims with the Division of Vocational and Technical ; 
Education. - 

'l30. analyse capital outlay and proyected funds needed to begin and continue 
a new vocational course or program. ^ ^ 

J * ^ - -■ 

131, allow for flexibility in a budget for price changes, enrollment changes 

' and new products . ^ ' 

132, develop and Implement a procedure for establishing priorities for the use 
of funds and other available resources, ; - 

d ' . ' ■ ' ■ • 

133, verbaliie and substantiate budgeting priorities, property and account- ^ 
ability decisions you have made to appropriate persons at any time. n 



^ ' \ ^ Purchaaing Equipment . ^ ? . . 

6,2, Given budgetary information and present needs of the yocational program, the 
occupational education leader will be able to: 

134, : identify financial, requirements for purchasi^ needed equipment. 

135, arrange for additional vocational facilities to accommodate expanded / 
' enrollments and technological aavancements related to the; vocational 

' ' * . program. , ^ . . / , - 

/ 136. Identify various sources' of securing needed equipment, 

^ 137, ' design a procedure for acquiring the supplies and equipment needed in 

each vocational course. V . ^ ' 
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identify new tools and equipment needed for the vocational program during 
-jthe current academic year. . . . . , , ,' " . ; . 
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^ Utilising Physical Facilities 

Given the floor plan of physical facilities the occupational education leader 
will be able toi » 

139, plan vocational laboratory layouts to gain maximim benefits from avail- 
able space* - . " 



140* equip teaching stations to achieve the stated objectives for each program.^ 

^ PUBLIC RE^TION&^ .PERFORMANCE AREA 7 , / , 

Analyze' the overall structural aspect^ o€ the public relations and publicity 
network in order to: a) better evaluate sources and kinds of information avail-^ 
able, b) better utilize the communication media to convey vital information 
to the various situationally involved groups and. individuals throughout the . 
coitanunityj and c) become involved in service groups; ' . . ^ 

\ ■ ; ■ m ' ' ^ . . . .. ^ 0 ^ ' ' _ - 

Ascertaining Public Opinion^ 



Given a number of general problems associatefi with occupational education, tthe 
occupational education leader will be able to* 

141. identify the make-up , of the comiiiunity before planning a program of school- 
coinmunity relations. * 

142* obtaig Informal feedBack on the vocational program through contacts^ with 

Individuals In the school and community, ^ " , . - 

143. evaluate the degree to which the objectives of , the community relations . 
prograin have -been met. j- ' 

144, ascertain and evaluate public opinion about vocational programs. - 



Publicizing Occupational Programs 



Given an outline of the purposes of occupational education and a description 
of the coimnunity J the 'occupational education leader will b© able to: ^ ^ 

145. speak to school and community groups about the vocational program, 

.146. publicize the establishment of the advisory committee, Its members and 

Its functions to the school and community* ' , . . . 

147. coranunlcate what ^ is going on in business and industry to the- school staff , 
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■ ^' ■ ' . ^ . - , ; ' ^ . ^ . '= ; . ■ . , . ' ^ ■ 

' ^ ' ' ■ ■ . ^- ^ ■ •.• ■ ' . 

148, - /publicize the purposes ani objectives of a vocational education survey, 

149, use a variety of cenmunication techniques on a carefully plamed basis 
to influence public opinion. ' . * , 

150, conduct public relations activities to reach '^ extarnal public s (merchants, 
busintssraen, community organisations, professional, organisations, etCj). 

-1 51 , cond uct-imfet^-reiati^ns-ae^t^vd^^ 

adhinistrators , teachers, guidMce staff , and students), 

© ^ ^ ■ ' ~ — ^ — ' \ _ " ■ ^ ^ • - : . ' 

152, write artlcfes about newsworthy activities being carried on in the voca- 
tional progran foi' the news media, * 

153, conduct an open house to f^iliarl^e members of the school and the com- . 
raunity. With activities of the vocational progrM. 

154, provide brochures to acquaint the school an^ conmunlty with various as- 
' pects of the vocational program, ^ 



Working With The Coimnunity - , 

7,3. "Given the description of the formal and inforaal .power structure of the commu- 
, . hity, the occupational education leader will be ab^e to*;^ r ' ^e^^ 

155, identify ways staff members can achieve conmunity involvement which will 

^ build better public relations for voc^ational educations 
. ^ ' '■ ■ '■- - ' ' . ' ' . ' ■ . . 

V 156. work with different racial and ethnic groups within the community* 

157, describe to vocational education staff members how;^ they can improve their 
image by productively participating in conmunity, civic ^ service or so- 

f cial organizations . . 

158, assist with community, business and industry^^sponsored activities, 

159, identify supportive community service groups* 
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#ip BEHAVIORAL COMPETENCY STUDY - VnoatlofiMt a^^4«^ ^ . 

IP Philadelphia, Unpxj^lUhtdDra^l^^ Adrnxmstratorsy Temple University, 
ADMTNISTRATT QN OF FIMDS mp FACILITIRS 

^^r'i^V^;^J^j:^^ ^^.'-e Oepart„.„t of Education 

2. Work^with'select^rf u consideration and approval. 



■7, 



12. 

13 

14 




In'S'aS^o^Stdg^'' °' accordance „ith' the a„ou„ts'pVovided' 

SSJStSra scSol.^"' ";OPerati„g-co«tttee.advi3ed as to tk finan- 
R™d. When the need arises, ^he transfer of funds within 'the govern^ 

fe?roi ftnLi^c\'''hivrh\'dihf:^sj°j^^™s="?'' " »»• -■--"^^^ 

Adopt_^accepted accountlng'met o^%''Sd prS' s^' «\„'°r^ • ' 

expenditures and transfers of fund '■^>="Pts - 

V- a1p«|riat sct;i°fa:i' financial accounts ^ t^o ™ah„er prescribed h. the ■■ 
'■XL°"2d\^Sd."'"''°'' ^-internal' funds are to be ad.inist'ered 

Ss^'nl "'.-^ f- school-produced ■. 

?S:K"L%LlL'1^„'/fos'r"""°"''°"'=^'^^^"^"'^ and provides for 

&rop1r3MrcoSter°""""'^" ^^""^ *° <^ - the go^jerning ■ 

;pa^^^^aJ1?f:c^riranre??^c^^'n^1dTa^^^r : 

, «SeJf% d°=:Jjri^5?ruS'aJetf "S^'"''^ "V.nt to provide ef^ 

IS. Prepare. peciflcations for t-hi p"^cbasinToTrhrnrr^i;:f en^^oL^l^d 

pScha"s"f aglSt"''"' appropriate : reco„endations to the authorized 

pu"ch"i:5 SLT™"' «• f°"o„ed in receivingland storing ■ 

SunrforScMS^yTS^e'n? T =>'"™ accurately 
20. Procure - when avaJfaM. ^ '^ f ' ="PPl"S and materials. ' 

fro. slat:td'Ser1}°dis^"SLl ^e"t\^""''' ' 

?Xa".1f^t'ro"°o"lhL"'so:??es1:? jh"'°™";°" financial aid fron . 

equipment. ■ ""^ purchase of , buildings, machinery and 

aquipmeS.'"' -P?-"" a -curity system to protect the school bailding and 
schoJr.' ""■"inistratlv, details of the insurance program^ carried by the ■ ■ 
th1-,2?oo1\"'^^^^^^^ 'll' qualitrof the housekeeping throughout ■ ' 



28 1 



22 



PERSONNEL ADMINISTRATION^ 



' il service regulations * etc* 

15: S"/frfarrelSi£a«^^^^^^ ^sponsiMXltles and 

28 Write job descriptions defining scip. 



29. 
30. 
31. 
32. 
13. 




37. 
38. 

39, 
40, 

41. 

42, 



43. 
44. 

4S. 

46. 

47. 

48.. 
49. 

'.so: 

51. 
52. 

' 53. 



E rstar?":^»^ 

S Tnd disclpito, ^ ^ ^ „ th. relation?hip^oJ po- 

rtt^srafflSj^^^^^^^^ 

Develop position; ^""JP';?"? J^sMbUsM posltioiis. ^ „„j„,i„„ai p,r- 

sons that are requixcu ^n=ition ^ 

school. ' . and recommand qualified candidates for posxtio^ 

oian and conduct Staff meetxng^ * 
SSerfoHhe staff. in-service training Pjograes fo..upgradini ^ 

^riulntrof' talPaSThrinstructlon being P^^^^^ less 

.^r^vld^^^^^^^^ 

Sf JStry |^v»^^^^^^^^^ tbe 
Svu!ls"STro«°="io«al organ» hav. a fair and Im- 

-it! fara-Uuitable ^ 

Sake speciai assignments to ^ the academic 

.-^.^r. staff activities in a manner paving 6ut 

Plan and "f^^J^^J^^y teachers together into, a unified staff - 
and shop and laboTatory zea , ^^Hcies including 

one coin purpose. . , and' reasonable personnel policies m 

T^^°?jSr:ftrr ^ iSt'bfnifits." ^ an equitable 

those referrea -co a» ^oSnmmend changes to the govexuj-i s 

rd^roS;dl:iS"«r «ure=for ^-r'v ■ . . , - ■ ^ .... 

rS» 'professional staf^ ^ „Hich members of tb.. staff 

Es-'Sl SMS!..—.... ». ^ 



§4.- Reconmend new and different types of machinery and equipment to keep the 

instittctioiial prograjn In, tune with the current needs of business and industry 

55., Evaluate and procure instructional equipment, supplies , ajid materials mssex\t> 
tial to provide a quality program. ! ' ' - , 



ADMINISTRATION OF EDUCATIONAL PROGRAMS , 

A/ vDevelop a philoioph^oj^ocatlonal education to provid© direction to the lo- 
^eat educational pxogram. ~ ^ , 

57. Define the philospphy o£ vocational education in terms of objectives, goals 

and purposes, 

58. Consolidate and intergrate the goals of vocational education with those o± 
general education. 

59. Acquaint and inform other educators and the public with the obj actives, goals 
' and purposes of vpcational education and the relationship of these to a total 

program of educatic^n* , ^ - J . ' 

60t Establish appropriate ^reporting systems. . 

61. Develop performance standards. , ( - ^ \ ^ 

62, Jjeasure results , . . ^ 
63* fake corrective- action. . ^ 

64, Knu^^ school law ^ 

65, Prepare propbsals for grants Cfederal S state) ^ 

66* Work cooperativeiy with local, state and federal agenclfs in developing local 
....^.l^j^ocational. pro grams, j / 

67. Coordinate programs in school district, , , ^ 

68. Approve budget requisitions for supplies and equipment. 

69. Maintain contact with employment agencies. 

70. Formulate policies concerning the total vocational program and staff. 
71 keep adequate records of students, teachers , -equipment, and facilities 

72: Develop ppllcies to be considered and adapted by the appropriate committees, 
the operating conunlttee and the governing board* / , \^ 

73. Implement and carry out the policies adopted by the, operating cloimitt^ 
governing board. >. \_ 

74. Evaluate current policies, practices and procedures in relationship to change 
ing conditions and recommends revisions whfn deemed appropriate-* 

75. Keep self, operating committee^ and governing boards infomed with regard to 
Federal, state and local policies that govern and regulate the operatioh of 
a vocational program* . , ^ " 

76. Develop and administer a guidance program within the school and m coqpera- 



tion with participating schools. 



CONTINUING STAFF DEVELOPMENT 

77* Determine training needs , - w 

78. Establish a cpntlnuing li/-servlce training program to make proficient by' 
instruction and practice. ^ ' ■ ^. _ 

79. \ Develop perspnneL'by improving knowledge attitudes and skills. » 

80. Determine retraining needs of all employed persons, / 

81. Organize effective programs of retraining personnel, _ ' 

82. Keep up-to-drfte on new^occupatlonal materials and method. 

63. Work cfosely with teacher education institutions in developing effective pro= 
grMis at the pre- service and in-service levels. . 



84. Encourage teachers to write professional articles, 

85. Hold individual and group conferences to dlscuis inatructional problems. 

86. Provide spaca^ equipment, and BUpplles as a resource and planning center to 
devtlop ajid' produce curricula and course materials, • 

87. Provide means by which research materials arid current articles are made^ 
readily available to the staff. 



ADMINISTRATrVE PROCESSBS 
DISCOVBRING--^ 



88. ^ Forecast - where present course will lead. _ ^ N 

89. survey the requirements of the coiranunity in relation to the need for new 
, courses and programs ' ^ , 

90. Ascertain the training needs of the local community, % . 

91. Seek advisory services from qualified individuals regarding vocational educa- 
tion. ■ . • ^ 

92. Establish and utilise an advisory council . for ^ the. total vocational program. 

93. Aid in organizing and utilizing occupational advisory comlttees. 

94. Serve as ex-office member of all occupational advisory committees.^ 

DIAGNOSING 

95. 'Analyze problems - gather facts, ascertain causes develop alternate courses 
^ of action. , - „ _ _ 

.96. Requesting services of state staff and consultants where and when needed. 
SETTING GOALS ^ : . " 

97. Set objectives = determine desired end results. . 

98. Develop strategies = decide how and when to achieve goals, ^ ^ . ^ 

99. Determine conditions that will exist when key duties are well done. 

100. Assist in determining depirtmental aims . ^ , 

PLANNING : ^ . ' ' , ^ : ; 

101. Set procedures and standardize methods. ^ , 

102. Organize, currlculums and courses. . 

103. PlSn for necessary/housing equipment and supplies 

104. ' Prepare or assist in preparation of annual; and long-range goals of programs. 

105. Make recommendations In all aspects of the. devnopment and construction of - / 
' facilities. ^ , ^ - . * 

106. Promote staff membership In profess icMfal organizations * T 

107. Aid In develppment instructional guiaes. ; . ' 

108. Conduct wbrkshops to develop instrucMonal materials, ^ - 

109. Assist in adoption of textbooks or rmererice books. - ^ ' , 

110. Establish and maintain safety progranU* > 

111. Detemine the: number of students that can be accoiranodated in the total program, 

112. Develop policies and procedures , In cooperation with the authorities of the . 
' participating schools, for the selection, orientation and registration of 

students for entrance Into the vocational program, 

lis. Plan, supervise and coordinate the school' bus system where applicable. 



MAKING DECISIONS 

14, Arrive at rational dacisions on problims as .tKey.oceur, without procrastina- 
tion* ' 
115 Develop policies - make stadning decisions on important^ Tedurring matters, 

ESTABLISHING, PRIORITIES - / . 

116/ Establish priority sequence and timing steps, ^ 

ORGANIZING - ' " 



117, Establish an organizational strffcture » preparation of organiiationai^^aftC . 
IW* Delineata relationships - define liaisort lines to facilitate coofdlnation,6^ 

Establish posit^n qualafications - define qualifications for persons in etfch- 

4 position. ' 
120, Promote coorditiated program between vocational program and other subject matter 

" areas* ' -. / - ' . 

ADMINIST^trVB .PROCESSES (con't)^^ 

DELECTING ^ ; c 

121/ Assign responsibilities and exact accountability for results* 

122. Detwmine those areas which can best* be delegated ^ to whom delegated and when, 

' cd^MJNICATING' s - ^ . . . 

123. Establish ahd maintain effective vertical and howEo;itaL lines or oral and 

'■\ \ written communications hat will Insure a free flow of necessary information, 

124. Inform the public, school administrators angl others of the vocational aduca- 

: tion program, , \ - r ' 

125. Establish and maintain relationships with all typesvOf labor, trade, agri- 
cifltural, management, and minpower agencies in the community, . ^ 

126. Prepare reports of activities for i)ublic information, . 

127. Attend county court or city councif meetings in matters relating to vocational 
education. _/ ^ ^ - ' ' . / . 

128. Keep teachers informe^f effective ^'eaching methods, , 

129. Explain federal and state legiflatipn to local educators, 

130. Expla4n world of work to educators and laymen. . ^ 

131. Explain federal apd state* legislation to laymen, / , ^ ' 

132. Compile and distribute lists of InstruMional materials. CSubject matter, audio 
visual, 'etc, )^ ' ' \ 

133. Inform teachers 6f current literature. ^ \ 4- 

134. Review and report relevant research projects to faculty, , . . , 

135. Keep the participating schools informed about actlyities that are considered 
to be of mutual interest and concern, . . . 

136. Prepare material for release of school developed materials to persons outside 
the organiiation, ^ ' ^ • . * , 

137. Maintain a record of newspaper clippings that make reference to school activities, 
133! Prepara and supply participating schoois with information which is essential 

to their reporting procedures. ^ i 

139. Participate in student assemblies when personal appearances ^re pertinent and 
appropriate, 



140. 



141, 

142. 
143 



144 



146, 



Set up and/administei^ the system thi'ough which the student body is iifformed 
in advance when school sessions' ,are to be canceled because of snow or other 
unforeseen condttions. ' ^ 

Maintain harmonious working relationship with the aininistration and staff 
of all participating schools, 1 .\ 

Maintain a professional relationship with State, County: and local, educators. 



Serve as the liaison representative between the vocational school or depart- 
ment and all participating schcols. . 
Serve as recognised leader and advisor in the field of occupational education 
.within the school and the community, 
145. Maintain good relationships with business / industry j labor, goveriunent and 
educational orgariiza^tions . / ^ ' ' 

Practice good human r el at ionsljiips in all dealings with the staff and student 
and^^student"^bodyi 



ADMINISTRXTIVE PRQCESSES Ccon't) 
EVALUATING \ 



Ives according to plan, 
from goals and standards 



147, Insure progress toward object i 

148, Ascertain extent of deviation ^ ^ - 

149, Provide for continous evaluation of vocational programs* : 
ISO^ Conduct vocational program evaluations, . 

151, Observe vocational staff \in classrdpm. ......^..^^j^^ " u 

152, Develop a grading system that lis compatible with the systems used by the par- 
ticipating schools. \* • 

153, ^ iviluate on a regular basis ^ the quality of instruction being provided by the 
, prof essiqnair staff knd take ^corrective action to improve those areas that 

found to be in need of imprpveinent. 



COMPETENCIES NEEDED TO MEET STANDARD \ IV . 

.UNDERSTANDING OF THE CRUCIAL AND DYNAMIC ROLE OF THE SCHOOL IN OUR CULTURE 



154. 
ISS* 
156. 
157, 



struc 



Possesses a knowiadge of the. stricture of American occupations and industry. 
Understands of the manpower and industry relationships, > , , 

Undarstands occupational sociology. 

Know how to ^modify courses of study to conform , with current industrial and 
business practices and the. needs \of occupations. 



KNOWLEDGE AND SKILLS NEEDED. TO FOCUS THE\ RESOURCES OF THE SCHOOL ON ^COGNIZED 
SOCIAL CONCERNS ■ , ^ ' 



158. 
159, 
160, 

161, 

162, 

163, 
164, 



Develop programs of occupational training. . , ^> 

Analysis the needs of the youth and adults of the comunity, , . ; - 
Contact business and industry to relafe effectively the classroom instructioh 
to the needs of the student learner b^^ employed worker, ^ 
Organize, promote and develop Vocational and Technical classes for in-school 
youth, out»of¥school. youth and adult s,/^y 

Keep the community constantly informed afe to the objectlveft- 
results of the school program, 
Translate conmiunity and' man-power needs 
^Work cooperatively with persons and 'grp 
prograin, ■ 



. . Sif-rf Wd 

intd meaningful yomxhr^iai i^rograms, 
ips in developing a totaj. educational 
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PROCEDURES FOR MEETINGS STANDARD V 
SELECTION 

16S*' The candidate must have met all State Department of Education qualifications, 
RETENTION 

nmi EVALUATION PROCEDURES, PERFOWWJCE ATTESTED TO BY CANDIDATES WILL DEMONSTRATE 
QUALITIES OF LEADERSHIP 

166, Ability to coordinate relate efforts in the most effective combination. 
167* Manage differences - encourage independent thought and resolve conflict* 
168* Manage change - stimulate creativity, and innovation in achievang goals; 



- - • / ^ . 

ADMINISTRATIVE PROCESSES (con't) 

SENSITIVITY"" I ^ 



SCHdLARSHIP" 

169; -Demonstrated ■acceptkble scholarship at the graduate level 

170, Demonstrated 
' Qpment • 

171 . Demonstrated a 



ability and* interest, in a self=directed program of self-devel- 
continuing interest in professional development. ^ 



. INTELLIGENT HUMAN RELATIONS 

172. Posesses a kee^ insight into the human factors involved in personnel manage- 
ment, ' 
173* Appreciates thi rights of others. 
174.. Has acceptable personal -habits and attitudes. 
17Sk, versatile ai^d flexible. 

176. Is dependable^ 

177. ];s I willing to ](isten. 



SKILLS AND INSIGHTS 



NECESSAftY FOR EFFECTIVE SELECTION 



J' 



Ip. ' CoTtducts individual discussions. ' i 

179. vpossesses khowiedge of basic needs of peoijle. 

180. Conducts probiifg interviews, 

181 . .Measure indivic uals qualifications against standards , 
^182. Recruits qualified pedple for each position. / . 

183, Familiarize nevr people with job sitiiation, 

CONTINUING DEVELOPNniNT'^F ALL SCHOOL PERSONNEL 
• ^ . * . ^ . '* . " • ■ ^ y ^ 

184, Organiie: and direct p;ro grams to, make all personnel proficient by instruction 
and practice, : / ' 

185, Persuade and inspire people to take desired action'. ' 



^ 27S 



IflJMAN mLATIONS 

186. Let each itaff member knoH where he stwds 

187. Gives credit where credit is due^, 

188. Infoms others in advance o£ change, ' 
189.. vPromotei staff participation. 

190. Gains staff confidence; 
191". Maintains "TeM" approach. 

192. Undefltands human n^edS. < 

193. Adjusts to different people ^d conditions 

194. '' Understands basic needs of people, 
195; Recognizes individual differences. 



'A- . , 



> 
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APPENDIX 



Cumpetency Lists^- Part 5: Vor 
New and Relat& Areas ^ Career . ; i ,^ 
Education, Community rnllege 
Instructors, Part-Time Vocational 
Education Call .Staff , and Vocational 
Counselors = 

Fourteen Lists from National Studies 
American Vocational Association. , page 280^ 



Antonellis .page 281 

Stephen Austin State University. .page 291 
Gundersdn and others. * * . . . . . * . . . .page 293 

Hansen. . . . v. . .page 298 

Holloway. . . / .page 301 

Maiyn-Smlth. . .page ' Z07j 

University of Michigan. . . . . . .page 317 

Newton and Feck. .page 318 
' Norton. . . .V. ...... . . . . .......... .page 319 

Odbert md Trotter. .page 32^ 

Ohio State^University. . .paje 328 

Hoyt - USOE. ...................... .page 334 

University of Wisconsin. .......... .page 336 



289 
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Draft Copy 

CONCEPTS FOR A SUOGESTED V^OCATIONAL TEACHER WD COUNSELOR EDUCATION INSTRUCTIONAL 
UNIT— TOE VOCATIUNAL TEA CmC OR COUNSELOR' S REI^iONSHXP TO HIS PROFESSIONAL . 
VOCATIONAL ASSOCIATIONS . Mark Nichols, Editor = 
Amerlcaii Vocational Association, Inc, , : 

Washington, DC .1971^ - ; ' \ ^ 

The 'Vocational teacher or counselor trainee willi ^ 

1, Undarstand the purpose and function of the State Vocational Association. 

2, Become familiar with the current year's program of work of the State Asso- 

ciation, its objectives^ and recommended procedures for accqmplishiug 
' them by the persons assigned to each taskj review the Association's accom- 
plishinents for the previous year; and write an evaluation opinioh as to 
the impact of the proyisions of the state program of ^ork on vocational 
■ educators at. the local level* 

3, Become a^member of the American Vocatiohal Association, review its constitu--; 

tion and bylaws and national conven^tion proceedings, and become familiar . 
with the personnel and fiyict ions of the national association. He/she 
will pass a written examination on the proyisions of this objective. . 

4, Familiarize himself with the legislative programs of, the State Vocational 

Association and the American Vocational Association for the current, year 
of biennium well enough that he/she can successfully pass a written exam-^ 
ination on the provisions of this objective conducted by the teacher or. 
counselor educator, / . : 

5, Write a term or, semester paper on '^proceduref for Improving and .Further De» 

.veloping Vocational Education^' in the area of his/her preparatory program ' 
in terms of information obtained in at least five articles appearing in , 
copies of the American Vocational Journal .for the current year,, * 




I- 
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f ..■-■-•■.:*■ 

'Antonellis, Qerard V\ Needs As&essment, Package for Advanced - Graduate Programs 
Focused on Career/Qccupational Education , CSuryey Instruinent} 1976 ^ 

^^Department of Education, Fitchburg State &llege 

SKILLS AND AREAS OF KNOWLEDGE RELATED TO TEACHING AND CQUNSELIHG 

. ' ^ ■ ' ^ ■ - ^ ^ ^ = -- / ■ - 

1. : (Career Developinent) Gain a practical understanding of the theories of 

career development, ' , 

- 2. CLearning Centers )' Develop and use ''learning centers^' in your classrooin. - 

3. CMuiti-media) .Develop and/or use a variety of multi-media approaches in 
your classroom, 

4. CInter-disciplinary Planning)" Understand and apply practicai stratagies 
for integrating , your" subject content with tl^ .subject content of other 

. disciplines; • ^ ^. ' . " 

5. CEvaluation) Develop and/or use student criterion-references tests^ . 
• / related to your course content. " 

" 6, (Human Relations for Teachers) Understand feid apply practical skills f5r 
effectively relating to self, othn individuals, 'and to groups, / . 

7. (Teaching' Achievement Motivation) Understand and apply practical strategies. 
^ for motivating the majority 6£ your students to set high standards, and ; 

to pursue these standard^ energetically, , ^ 

8. (Communications) Understand and apply practical skills to assist students 
" ^ to freely communicate information , ideas, attitudes, and emotions effec-^ 

tively; commensurate' with today's and tommorrow*s needs (listening, reading, 
^speaking, and. vrriting) . . 

9. (Value ClarWication and Student Decision-making)^ Understand and apply . 
practical strategies to assist students to a) clarify for themselves what 

' . . they value, and b) make and implement decisions consistent with the values 
the students have identified for themselves, . 

10. (Teacher Behavior in .the Classroom) Increase or improve your response ^ 
repertoire, questioning skills, presentation skills, and student partici- 
pation skills. ' . 

11. (Self-concept) Understand and apply practical strategies to assist students 
to develop arfd maintain a healthy self-concept, 

12. , (Learning Theory - general) Understand and apply the principles and theories 
^of human learning to your classroom situation, 

15. (Theories af Learning - Career Development) Understand and apply the 
principLes and theories of human learning to/the design and ImplemOTtation 

; of career ediiicatioh curricula, ; ^ . 

14. (World of Work) Be knowiedgeable concerning the future of work "and pro- 
^ ' ; . jected' changes in the work force, ■ ^. ' , . . 
; IS, (World of , l^brk) ^&in a general knowledge of ^the '«World of- Work^';: and ar^. 
' ' orientation to %nd understahding^ of the social psychological principles ■ 
related to the *»World of Work^^ \ _ 

16. (Career/Occupational Education Concepts) Gain a practical understanding 

' " \ of career/occupatiohal education concepts; and a knowledge of the exemplary 
- career education programs cu.rr^nt'ly 'in' existence. * " ' ^ . / 

17. (Student. Goal --Setting) Understand' fQ-assist / 
. /students to realistically assess personaL-.attri^^ as ptot. of setting life 

• goals. /. . ..' . ■ """r^— — ■ • ' • . - ^ / 
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18, (te^^eachingO Understaild and implemeEt practical classroom mf.nagement 
. iticategies for team teaching, 
' 19, Clnstruct tonal Units} Develop and implement instructional units ihcor- 
porating an effective use of large group, small group | and Independent 
* ' study teclinique&-, 
20\ ' "CBel^avioral edification) Understand and apply effective behavioral 
-^.modification techniques with students. 

21. -CfrinBactional Analysis)^ Understand and apply the principles of trans- 
. actional analysis in your classroom situation, . ■ 

22. CHumanistic Education) Gain a practical understanding of humanistic 
educatioilC techniques , ^ . ^ 

23. CLeadership Skills and Films) Understand ^and uie films to assist students 
\ develop and demonstrate creative .problem-solving behaviors, 

.25; ' Clndividualizedlnstructionai Units - general). Develop and implement / 
learning activity packages, focused on your subject cpntent, 
"^aO.. (Individualized Instructional Units - Career Development) Develop and 

implement learning activity pa^mges focused on an integration of concepts 
in your subject content, .with ^reer development concepts* 
(Performance Objectives - general) Develop and implement performance 
objectives for your subject content (cognitive, affective, and psychomdtor> 
/ ^ 28, (Performance. Objectives^ Career Development) Develop and implement k 
performanjce objectives focused on am integration of concepts in your ' 
subject dontent, with career development concepts "(cognitivje,^ affect ive^ 
and psychomotor) ^ ^' \ . \ , 

:29, (Individualized instruction - classroom management) / Understand and 

^ implement practical classroom management . strategies for providing students 
* with a variety of learning activities from which they can choose. 

30. (Learning Styles) - Understand and apply ^practical strata#ies fot matching 
various instructional procedluii4s with individual student's learning 
styles. ■ ^ 

31. (Manipulatives) Provide '*hancis-on;' experiences for students in your 
subject content, ; . . 

32. ' (Career Games and Kits) Deveilop and/or use carear .games and kits related 
- to your subject content, . ' 

33. (Work Experience) Pravide real fnd/or simulated work experience related 
to yqur subject content* i' * ^ V 

34". (Leadership ^ Simulations). Artist students in your subject.Cs) to develop 
effective decision^making arid leadership skills through the use of simu- 
lations and rfele playing experiences, ^ ' 

35. . (Community Rasources) Understand and apply practical strategies for using 
' the total community, as a leaLrning laboratory; and using community resource 
persons in your classrooms » ^ ; ^ v.- 

36. CContinuou& Pro-rass Education) Understand and apply practical strategies 
for developing^ implementing, ind monitoring a continuous progress in- ■ 
structional program, in your' subjeGt(s) . 
3%, (Open;, Classroom) Understand and . apply practicaL strategies: for developing, 

implemetnting, and. monitoring an^ *^open classroop^^ instruction, program*. - 
isv crnstruc^ional Units)- Develop and implement voeational/technical instruct' 
r ttohal uMts; based-on a job-descr performance ^ 

objectiverv and criterion, examination* ; . ^ / ; r ' 

39. (Human Development - Occupational Education) Be knowledgeable cbncernlng 
human development as it affects occupatibnal #ducatlon-at various age 
leveis. '\ ^ ' / - 
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Items 40 - 52; - ^ ' ^ . , . 

SUBJECT CONTENT Wift CAREER DEW LOPm^^ * ' ■■ 

Understand and appLy^ practical strategies for incorporating career development 
concepts into, the teaching of: , - - . 



40. 


Hmnanities 


41. 


Science 


42, 


Fine Arts 


43. 


English/Language Arts 


44,: 


Mathematics 


45. 


Social Studies ' ' 


46. 


Physical .-Education . 


47, 


Vobation/Technicsl Courses 


48 : 


Health Education , , ' 


49. 


Foreign Language 


SO. 


Home Economics 


51. 


Industrial Arts " - 


52. 


Business and Distributive Education 



Items^ 53— 57; . ^ . . 

.STUDENT AWARENESS AND ACCEPTANCE OF CAREER DEVELOPMENT CONCEPTS , 

Understancl and app\y practical strategies to assist students g&in an awareness 
and acceptance that: , * 

53/' Self -understanding is vital, to career dacisions and work performance,^ 
Examples of sub-concepts yu^^ a) 'A positive concept of self enables the. 
individual to enter/and function\iri a working worldj b) A person's work 
may contribute to a positive concept of self; t) An individual may be 
suited to numerous different occupations; d) Value judgements influence 
vocational choice; e) Others. ' . * 

54. Man and technolog)^ are continually interacting in his work. 

Exa mples of sub-concepts : a) Man uses technology to satisfy his needs and 
^^achieve his "desires; b) Technological developments cause a continual 
' change in the emergence and disappearance of jobs;- c) Technology has un- 
limited implications for. man's work and leisure time; d) Man must .learn ^to 
use teGhnQlogy to hi?s advantage;^ a). Others, > . UV.^ 

55. Man's livelihood depends upon the' production , distribution ^ and consumptidn 
of goods and services. ' ^ - 

Examples of sub-concepts : a] Man's work contributes to a nation's wealth 
■ and productivity; -irr Economic fluctuations influence occupational choice 
and opportunity; cXrMan's work affects his' standard of living; d) Otherj.^, 

56. Society reflects the creative force of work, . ^ / 
^ Examples of sub-roncepts :, a) ^Society is dependent^ upon the work of many 

. * people; 1>3. The customs^ traditions, and attitudes of society affect the 

. World* of work; c) .SoQietai 'needs determine vocational opportunity; d) Others,. 
57r\^areer education prepares of work. . ■ /' ;v 

.. Examples of sub-concepts : a) Each person needs^^^^t^^^ 

dignity and worth ;/b) Career development is a continuous process ^ and re- 
, quires -a continuous series of chdices; c) Hobbies and interests may lead 

' ■ ^ \- ' ■ ■': 293 ' ■■■■ , ■'■ ,' 
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S7, to a VQcation or ayocatlonj d] Theye is a wide variety of careers which 
CQnt,may be- classified In aeyerai ways; e) There are job clusters within 

occupational areas, ^ as well as/ across occupational areas^ £) Education, 
' and work are interrelated; g) Indivi^Hs are responsible for their. 
careCT planning; h) There is no ^ single "best'' motive for choosing a 
career plan; 1] Vocational preparation' requires skills development ; \ 
j) Workers may need vocational retraining in the course of a lifetime;^ ^ 
k) Others . - 

LEARNING GOALS FOR CAREER DEVELOPIffiNT^ , . . 

IMderstand and apply practical strategies to assist each stuHont to.: 

SS. Assess^is/her interests, abilities, ^values, needs and other self 

.characteristics, as they relate to occupational roles, 
59/ Explore broad occupatiOTial areas in ^terms of opportunities, potential 

satisfactions, required roles of workers and other related dimensions. 
60/^^ Explore the psychologicai meaning of work and its value in the human . 

experience. ' ^ 4 

61. Understand modern work enyironments , . ' \ 

62. Possess an awareness that' the individual's role in work is tied to the 
well-being of. the community. - " 

63. Demonstrate effective decision-making skills in striving to achieve - 
occupational goals » \ - " 

64. Acquire- a concept of self as a productive person in an achievement- 
oriented society. ^ ^ ' . . 

^ SKILLS AND AREAS OF KNOWLEDGE RELATED TO" ADMINISTRATION AND SUPERVISION 
GENEMiL: PROPESSIOML SHLLS AND /; , . ^ 

65. CCareer Development) Gain a practical understanding of the theories of 

^ career development; • - * 

66. (Value Clarification and Decision-making) Understand and apply practical 
strategies to a) clarify for yourself what you. value, and b) make and 
implement decisions consistent with these identified values. 

67. (Learning Theory - general) Gain a practical understanding of the theories 
of learning. . . ^ \ ; 

68. (Theories of Learning - Career Developm^ent) Understand and apply the ^ 
principles and thebries of human learning to the design and implementation 
of career education curricula*^' ^- . ' . " ' 

"69/ (World of Work) Be knowledgeable concerning the future of work and pro- 
jected changes in the work fotcte. , ' 
70.. (World of Work) Gain a general knowledge of the '*JVorld of Work*' j and 

. an orientation to and understanding of the social psychological principles 
' = related to the **WorId of Work'^ ^ ' • ' ^ 

71, (Career/Occupational Education; Concepts) 'Gain a practical understanding 
^of career/occupational 'education concepts j and a knowledg'e of the exemplary 
career education programs currentiy-^in existence. ^. . ^ -. ; 

12 \ \ ' (Transactional Analysis) Understand and' apply the principles ' of , 

' transactional ^analysis in your rble as aisupfervi^or, . , 

73, .(Innovative. Practices) ^Understand and apiply practical strWegies to ^ 

initiate and implement such innovative practices as flexible scheduling; 
/ the nongraded school, continuous progress education; others,' * - 
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74, CCommunity^Resourcesi Understan4/and apply practical strategies for 
developing' and implementing a fifppyehensiye .program for using the total 
community as a learning labdtfatory- and using community resource persons 

^ in the school .Calsq^ingjuding work.study programs and cooperative 
education programs) * \ ^ ' 

75, (Tluman peVelopment - Occupational Education) Be knowledgeable concerning 
human development as it affects^ occupatipi\al education at various age 

/levels, ■ ^ "V/ ■ ' - — : ' ' 

76, CProposal Development) Develop proposals for state and federal programs • 

77, CInvolvement of Other-Agencies) Plan for the active cooperation of 
various agencies such as industry ^ government medicine and the like, 

78, CHmnan Relations - Supervisor) Understand and apply practical skills 

fo5 effectively relating to self, tp other individuals, and to groups. ' 

79, especial Education Mainstteaming) Understand and apply practical 

^ ^ strategies, for implementing instructional programs for the exceptional ^ 
child; incPbding mainstreaming* ' ' 

80, : CL^adershAp Stv]e). Understand^ and apply practical strategies for 

^ identifying your own leadership 'style; and initiating effective leader- 
ship 'behavior . . " . 

81/ (Conflict Resolution) Understand and apply successful conflict 
resolution strategies. 

82. CCommunication Skills - Supervi ^nrl Develop effective communication 
skills (listening, speaking, and writing) ; . . 

83. : CCreative Problem-solving) Understand and apply practical strategies 

for ,enhancing individual and group creative problem-solving. . , = 

84s CLeadership - Group Behavior) Understand and apply practical strategies 
for identifying helpful, and dysfunctional behaviors while warking in 
groups . * , ' " ' , 

CDelegating and Use of Time) Use your time effectively, and develop 
the skill of delegating. ' ^ ' 

86, ^ rOjganizational Development) Gain a practiqal underf tanding of the 

' social' psychological aspects of organizational development; especially 
as it relates to the school system. - ' 

87, ^ (Basic Concepts of Vocational Education) Gain a practical undex^standing, 

of basic concepts of vocatipnll educatio^i, , . ' . 

Examples : a) Be familiar with organizational structures^ and various 
/ ' forms of vocational education in the U.S.; b) Be knowledgeable of the ^ 
history of vocational education in,the U.S.;^ c) Be familiar with the - 
general certification, legal, and administrative status of vocationaL 
education in general; d) Be aware of contemporary issues affecting 
vocational educatipn; e) Others. — ^ - 

PROFESSIONAL HELPING SKILLS . . [ . 

88, *CCr#ativity) Assist teachers develop and demonstrate creative problem- 
solving behaviors. ' - . ' . ' - ' \ - ■ ' 

89, CP^rformance Objectives'' - Career Development) Assist teachers develop 
and implement performance objectives focused on an integration of cdri- 
cepts in their subject content , with career development, cdncepts 
(cognitive, affective.., and psychomotor). ' ^ - 

90, CInnoyative Practices - general) Assist teachers^ to initiate and maintain 
such innovativo practices as flexible grouping;. team teaching; open space' 

= instruction; continuous progress educationV humanistic^education; learning, 
centers;. inter-discipUnary planning; open-classropm; mini-courses; ' 

' ^ '• ^ . ' ' ^ ' ■ ^ \' : - ^ ■ . 



90, Ccont'dj , ; ' 

use of student critericn-referericed tests; behaviorai modification^ 
techniques; and others, 

91, CTeacher Behayior .in the Classroom) Assist teachers i^icrease or improve 
their response repertoire, questioning skills; presentation skills; and 
student participation skills. 

92: Clnstructionai Units) Assist teachers to develop and implement instructional 
% units incorporating an effective use of large group, small group, and 

independent study' fechniques. ^ ^ ^ ^ , 

93* Clndividualized Instruction - Classroom Management) Assist teachers to. 
implement practical'^ classroom management strategies fo* providing students 
with a variety o€ learning activities from which they can choose, 
,94, (Learniitg Sfyles) Assist teachers to apply strategies for matching 
various instructional procedures and learning modes, with individual 
student's learning rate, interests, abilities, and learning styles, 
95, (Career Games and Kits) Assist teachers develop and/or use career, games 

and kits related to their subject content, ^ ' 

g6.' (Manipuiatives) Assist teachers provide "hands-on" experiences for 

. students in their^ courses . ' , ' . ^ . \. 

97, . (Work Experience) Assist teachers provide real and/or simulated work 
experience for the students in their courses, \ ; \' 

- 98, (Simulations - Leadership Skills) Assist teachers develop and/or use 
simuiations^ and role playing experiences for developing student . . 

leadership skills-, / . , ■ , . . ^ 

99,^ (Instructional Units): Assist teachers develop and implement vocational/ 
technical instructional units based on a job descr.iption, task analysis^ 
performance'objectives,, and criterion examination, ^ 
100. (Course 'Content and Caretr Development Concepts) Assist teachers to 
incorporate career development concepts into the teaching of their 
subject content. / \ ^ ' 

'101, (Nfulti-media) Assist teachers to make proper use of media and technology 
, ^ in the teaching-learning process, \ . 

102, (Human Relations - Teacherij Assist teachers to effectively relate to 
themselves,' to other individuals^ find to groups, 

103, (Communications -Students); Assist teachers to teach students to freely 
communicate information, Meas, attitudes, and emotions effectively * 
(listening, readings speaking, and writing) ^ ^ ■ - 

104, (Self Cbncept'- Students^ ^ Assist teachers apply to practical strategies ^^T) 
for enhancing the self concept of their students. 

■LEADERSHIP AND MANAGB^ffiNT SKILLS'rELATED TO BUILDING LEVEL' ACTIVItlES ' . 

K ._ -. ■ - - . . 

p . - - = 

105, ' (Instructional Leadership) 'Understand and apply practical strategies - 

for initiating and maintaining the 'elivirohment for instructional 
. improvement and change , - r x^^^^ ^ .^'^ ' . : \ - - . 

Examples- of. sub-sfcills r a) Demonstrate a knowledge of change theory*- ' 
\b) An^alyzerthe cH for changes in a given organizational setting; 
" . o c) Demonstrate a knowledge of how to proceed for a^pLanned instructional 
change; d') Demonstrate a knowled|B of current innovative practices 
nationwide, statewide ahd'locally; e) .Assist individual teachers and 
groups of teachers in planning, impremeriting, and evaluating teacher-^ 
initiated .change; f) Others, ^ 
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106. tlnstructlonal Leadership) Understand and apply practical strategies 

for initiating and jnaintatnlng the enyirownent for curriculum improvement. 
Exajnples of /sub-skills ; a] Demonstrate a knowledge of current curriculum — 
trenli; b) Demonstrate a knowledge^ of the student population for which 
you are responsible, and how the new trends relate to this given population; 
. c) Develop and Implement a strategy for the involvement ^o£ a given conmiunity 
in curricula improvement;, d) Motivate staflf'to Implement a curriculum 
improvement- e) Demonstrate a knowledge of fethods for evaiuating^ curri- 
culum changes; f) Otheri>^__ ^ ; ^ 
' 107, (PetiOnnel Leadership) Understand and apply^'practical strategiis for 
effectively recruiting, selecting and assigning professional and non- 
professional staff mem^rs, ^ ■ 
Examples of sub-skills : a) Obtain and utiliEe applications from a#variety 
\. ' of Educational personnel resources; b) Identify and use sources which 
V provide applicants representative of multi-ethriic and/or multi-racial 
\ backgrounds; c) Conduct interviews to effectively evaluate candidates; 
\ - d) Use staff resources to assist in personnel selection] e) Prepare a 
\ complete job analysis of alj,, available staff positions; f) Make . 
V ^ assignments of staff in line with identified capabilities; g) Other|, 
16^8* CLeadership in Community Relations) Understand and apply practical. . 
' \ strategies for identifying conmiunity needs, translating these needs into. 
\ programs, assessing the communii-y'^ response %o the programs, and raising 
\ the community's expectations ot the educational programs, ^ - - 
\ Exampier^of sub-skills. : a) Develop strategies and implement programs 
^^d^signed to~keep the community informed of activities and programs in 
the school; b) Identify and analyie community characteristics such as > ^ 
. ' social class, coiranunity power structure, cultural | values , interest \ ^ 
^ ' g:^oups and pressure groups; c) Outline th# elements of a community survey 
in^rument;.d) Identify {feducatio indigenous to the community . 
and\ pupil population; e) Propose educational prbgtams appropriate to ^ — 
identified' conmiunity needs; f) Organise, maintain, ^and strengthen liaison 
. V with, paitent-teacher groups, citizen' s advisory groups, influential indi^ 

vidu^s and groups, public relations services, and the mass media; , - . , 
g) Inform parents on an ongoing basis. as to new philosophies in the 
educational world; h) Involve parents in school programs; i) Others,' 
-109. (Schod^r Management : Building Level) Understand and apply strategies for ^ 
* . the effective operation of the. school within , the law and safety standards, 

^ : Examples of sub-skills i , a) Demonstrate acknowledge of the basic principles - 
^ of sch6al law, specific legal mandates, and ^decisi^ns of the courts as ' . 

they ariply to your- responsibilities in such areas as pupil attendance ^ ^ 
curriculum, personnel administration, plant operation and^ safety; , ' 

b) Demonstrate a knowledge ©f the legal responsibilities, .policies and , 
: direct iyes of the Board of Education and the Superintendent of Schools;, 

c) Demoristrate a knowledge of the legal rights and responsibilities of 

' : the teac^her, student, and parent ; d) .Demonstrate a. knowledge of safety . ; 

regulations with respect to equipment and supplies employed in the \ 
schoo-l program; e) Interpret existing state law and school district " ^ 
"^^^^^"^"golicies iand regulate students, 

, and community; f) Others, ^ . ^ ^ 

,110, CSchool MWgement: ' Building Level) Understand and .apply practical . - 

strategies for the effective fiscal operation of the school, . . 
. . • / Examples of sub-skills : a) Demonstrate a knowledge of -the" components of 

a 'budget, jbudget prepara control , accounting procedure's, \ * . 

, purchasing! and inventory procedures'; b) rdentify-the essentials of such 
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110. Ccqnt'd) - • ^ 

■ suppprtlng sources as trajisportat ion, food'' iervice, data processiiig^ ' , 
' " " ichgol buildtng planning^, operation and maintenance, and inauTance; 

c) prepare wttK your, staff %nd the central atoinlstratlon, the scTlpol 
budget] d3 Operate the program within budget limitp^tlons; e) Maintain 
fiscal records and files and appropriates flnaiiclal repotts; f) Others, 

111, CPersonnei Management: Legal) Understand and apply practical strategies 
for evaluating staff and maintaining appropriate personnel records, 
Exai^les of sub-skills ; a) Keep appropriate records of observatipn reports; 
b) evaluate staff members in terms of their performance j ^c) Utilise an ~ 

V efficient means of maintaining personnel re cords; d) Mak^^p ropriate 
deWsions concerning, separatfon or retention" of prob^tfonal""teachers 
^ ' and granting tenure, in accordahce with district regulatioji^ and union 
tontracts? e) Know. and use the appeal processes designed to safeguard 
employee rights; f) Demonstrate TcnoWletfge of district' regulationr and 
teachers bargaining contract with regard to retention and dismissal ; 
g) Others, ' ^ y - ^ ^ ^ " 

112/ (Planning^ Programming, and' Budgeting Systems) Understand and apply 
practical strategies for initiatingv, implementing, and maintaining an 
educational planning prograimning, and budgeting system (PPBS) * 
Examples of .sub-skilli :, a) Recruit and train task team; b) Prepare dis-^ 
trict planning and implementation schedule; c) Prepare communicationi 
plan; d) Prepare district training program; e) Develop progrra structure; 
f) Develop program accoun'ting; g) Prepare objectives Cand Ti'ioTltize the 
, objectives) ;- h)_ Develop ^evaluation plan; i) Prepare multi-year 

. financial plan;~j'j~Apply^rogram armlysis Calternative ways of achieving^ 
' the objectdves are consider'ed) ; k)^ prepare PPBS document, 
lis. C^futual doal Setting 1 School Management-by-Ob jectives) Under s|and and 
apply practical strategies for initiatings implementing, and mftlntaining 
< a perfomancenobjectlves approach to teacher appraisal. 

Examples of sub-skills - With the mutual cooperation of the teacher ; . 
a) Specify the perfprmance criteria (standards); b) Develop the-perfor- 
/" mance objectives or job targets; c) Becide-OTrthe-performance activities; 

■ J) Develop and Implement procedyres for monitoring the performance; e) 

Assess the monitored data; f) 'Conduct evaluation post-conference and 
follow-up activities, , - - 

114, (Implementing Career Education) Understand and apply practical strategies 
for executing the, action stftps for . implementing^ a comprehensive career/ 
occupational education program* ^ . \ 

^ Examples of sub-skills : a) Organize an interactive network of ;intere^ed 
groups^; b) ^ain an understanding or career/occupational education, and 
[ e^abllsh it a&^a^ilgh-priority objective;, c 

educational system td determine the changes necessary to incorporate 
. ; intO' it a true career/occupational education system; d) Conduct an inventory, 
and marshal community resources; e) Design preliminary programs of QBtmtJ 
occupational education; £) Establish a cooperative relationship amoiig 
the- participating organizations^ institutions^ and individuals; gj Implement 
the system; h) Develop a program evaluation;, i) Create a feedback system 
to use evaluation findings^ to improve career education programs;J) Make \ 
provisions for a program of malntenanqe to. sustain the vital parts of the 
system. . ■ i ^ ' \ " / ^ ■ i 
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115. CPersonnel Leadershtp; .Staff Morale) UnderstM and apply practical ^ 
stwtegl^s for initiating, maintainlrig, and contlnuaflly promotitig .good 
staff morale. \ ■ , ^ . 

■ Extoples pi sub-skills : a] demonstrate skills in diagnosing staff morale- 
bj Demohstrate a' practical 'knowledge of the theories of motivation; 

c) Provide for an open line of communication; ©5 Demonstrate knowledge - 
4nd skill in Interpersonal relations; g) Condu^ effective individual 

conferences 'with staff, and offer oonstructive crfttlclsm and recom- 
mendations for improvement; h) Others* 

116. CJnstructional Leadership) Understand and apply practical strategies for 
providing for continuous assessment of dnatructional processes and programs. 
Examples of sub-skills i a); Demonstrate the interrelationship of overall^ 
educational philoso^hTes and ^objectives to the ongoing operation of the 
school; b) Execute an assessment plan that relates to' ongoing decisions * 
and §cti^ of the school; c) Demonstrate the importance of educatlbnal 
philosophy in the preparation of general and specific objectives; ' ' , ^ ' 

d) Establish ways in which to involvte students' in the evaluation of - 
Instructional programs; e) Locate and obtain conmercial instruments to 
evaluate your objectives; f) Construct instruments and data Collection 
procedures whiph will Insure valid and reliable measurement of objectives;.; 

' g) Othfers. ^ ^ ^ ' ; 

117- (Instructlonar Leadership) " 'UmlnPHtnnd ^and apply practical ^strategies 

for assisting the Instructional staff in providing appropriate Instructional 
■ programs for each student, - ' / / ^ f 

■ Examples of sub-skills ] a) Demonstrate knowledge of innovative techniques 
designed to promote a cooperative approach to the observation and/ 
analysis of classroom instruction *and the **clinical»* approach ^to, 

^ ■ supervision; d) Outline ah inservice education program for* prof essional 

parapro^essional personnel in your school; e) Establish-procedures for staff 
\ needs assessment; f) Establish cobperati^ procedures for providing 
. resources which may be afiilable to theT^ff; g) Establish teams of 
^ prbfessJonal and community members who will/^in conjunction wltfch the 

student, determine Instructional program alternatives for ^ each s: lent; 
. h) Establish^ocedUres for determining whethW'each selected stuuo;it^*s 
program includes Individually prescribed and/or .approved objectives, 
fe^ources, activities, small group instruction,^ self-^assessment techniques 
/ anS a student- teacfler determined -evaluation; 1) Others. . ; ; 



ROUTINE ADMINISTRATIVE FUNCTIONS RELATED TO DISTRICT-WlDE ACTIVITIES / 

118. (School Plant, and Servicefe) Uilflerstand and ^apply practical stx;ategies ; . 
for the district-wide programming and monitoring .of ^school plant and 
services functions^. . t . . > . / ' : , 

The Functions : a) Plant planning,^ constructloni operation, and maintenance; 
, b) grounds maintenance; c) site acqusition; d)^ library .operations; ^ 
e) pLajit safety; f) sub operatioris; g) transportatibn safety;. h) school j 
* ' lunch; hi others, ' . ^ ' ^ 

119, CPinanceland Business Management) Understand and apply practical strategies 
for 'the district-wide programming and-monitoring of/f inance . and business 
management functions *^ » 

s^. . The Functions : a) Budget, construction , control, ajid administration; b) debt 
. service administration; c) payroll administration; d) supervising and 
auditing internal acqounts; e) Insurance administration; f) specifications • 
for equipment and supplies; g) purcha^irtg equipment and supplies; ■ • 
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119, 



120. 



121 



122, 



123, 



Ccont^dl • . \ ^ ^ ^ . 

hi h^dl. .g state and/or federal support prggrams^ 11 dthersA - ^ 

CFupil Personnel Administratlpnl Understand and ^pply practiJ^^l strategies 
for the district-wide progrmning and monitoring of pupil personnel functions, 
the Functions ; a) Orientation of pupils; b) scheduling of pupils; c) pupil 
counseling; d) student health; e] student attendance; f) student census; 
g) student guidance; hj student records; i) assessing student progress; 

j5 student activities; k) occupatianal information services; 1) placement 
services; m) dealing with pupil irregularities; n) others, 

\{Schonl-Connnunity Relations) Understand and apply practical strategies ^ 
for the district-wide. pragranming and monitoring of achool-coimiunity. 
relations functions, . ' . _ 

The Functions : a) Information services to immunity; b) information sexviees 

no mass media; c) handling requests. for information; d) reporting pupil 
progress; e) use of school facilities for nonschool groups; £) others'* 
CCurriculum and Instruction) Understand and apply practical strategies ' 
for the district-wide programming and monitoring of instruction and 
curriculum functions; 

The Functions : a) Establishing curricular content and organization; 
b)' selecting curricular materials; c) relating curriculOTi to time, 
facilities, and personnel; d) articulating existing programs; e) excaptional 
children; f) remedial instruction; g) testing; h)- instructional improve- 
ment; i) diagnosing pupil learning difficulties; j) adult education? ^ 
k) use of instructional equipment r 1) others, ' 

CStaff Personnel Administration) Understand and apply, practical strategics . 
for the district-wide programming and monitoring of staff personnel functions. 
The Functions r a) Recruitment^ selection, induction, orientation, scheduling, 
supervision, evaluation,^ promotion, retention, and dismissal of prof essional 
and nonprofessional staff personnel; b) inservice education or professional 
' and nonprofessional staff personnel; c) maintenance of staff personnel ; 
records; d) dealing with irregularities in relation to staff personnel; 
e) others, ^ — ' / ; 
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4 Stephen Austin State University,, ffacogdoches , Texas,- Project in Career Education , 
ppiProgram Narrative; Final Report/ 1976 - \ . . 



JOB DESCRIPTIONS 



Director 



4= Iv Select and reconmend all p&rsonnel employeci in the project. 



ji f 2V\i Train and , orient all project personnel. , — 
"3. Authorize and account for all projSSt>expenditures . 

7 4 ^ i Monitor -pro j ect objectives to determine implementation on schedule, ' 
•V 5. Insure, tha^ .avaluation and repprtnTiq prncedures are carried out as outlined 



in the proposal 



vCi"'^6^5'^Wuj3erv,ise' persciinel Tn/carrying out duties ai prescribed in project, 



f . ■ ' ■ . ■ . ASSOCIATE DIRECTOR RESPONSIBILITIES : . ' 

'?] . ■ . •■ V " • ., . ■ ■ . ^ ■ ■ 

''T. Supervtse the. business affairs of the project. - . . ; 

■ . ■ . ' ' ■ ' ' ' ' ' ' ■ - " .' 

:.S^ Organise the instructional resource center, :f ' ^ . ^ 

^^^ sV' Act as Carreer ^Educati^^ the Longview and Nacogdoches centers. 

■\ 10. - MaintaiTL_continuous coordination^with-.the-Career Education Coordinators in- 

M^A^ief "and DuncanvilLe; ^ .'-jr ,! .^^ - v ' < . 



PROFESgQRS'W CAREER 'EDUCATION 



11; Identify twenty- five (25)' outstanding teachers who can produce, taach, and 

' demonstra^te outstanding modules and media in Career Education to educators 

. V and the public, . , ' - . • A : ' : 

12, " Give and secure assistance for these taachers in modul^. development . Assist- 



ance will come from project stfff , service center, ithe ^school dis|rict and the 
community. " - ■ \ ' 
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13 Trasant Caraar Education Awareness^^ infomation p appv,opriata^^cl|^s'.in 

' curriculum, supervlsiori, admiriistratlon, and pra«servica training 4Pvj 
l4. Complete ^propriate, evaluation instrum ^ " 



CAREER EDUCATiON COORDINATORS 




15. Work with administration of selected schools to identify teacheri who are 

■ - working in Career Education projects, and give special assistance. to these 
teachers. . ^ ^ . " 

16, Give special assistance. and support .to the 100 demonstration teachers, ; ^ ^ 
17; Support in items; I and 2 above npms focusing resources SFA^ the service 

center, the coimnunity, and the school district on the efforts of the individual 

'teachers, . y;,^..: ■ ■ ; ■ v ^ ■ \ = 

18. Makes awareness presentations to school personnel and to the coiranunity personnel. 

19. The coordinat^TWiU^be'^acHve between 
the school "and„ such organizations as^-hospita^b^ industries, labor, civic clubs , 
and other interested groups. V 

^20- Will f&cili tate t he^participa tipn of demoristr a-tipn ' teachers in the conduct of 

awareness sessions and other forms of sharing," . : 

~2r. WiU organize Ctfreer Education teams in schools wltK demonstration teachers as 

■ . "leaders * = ■ ^ ■ '. ^ : ' '; ' \ ' ■ ' ' > ' . . ■ - 



302 



ERIC 



293 



iGUNDERSbN, Qrley D*, and others/ \: i 

PROFESSIONAL EDUCATION COMPETENCIES OF COMWITY COLLEGE INSTRUCTORS , 
OREGON "STATE UNIVERSITY , Coryall Division of Vocational , Adult 
and Cdmmunity Co tlege Education, ^ 1971 / -VTO 1S608 , < , , 



Common 
of Conurf 




ssional Educatipn Competencies 
college Vocational Instructors 



Factor I 



2, 
3. 



5 . 



9\ 

10, 
11 . 

13. 



Adapt your appearance arid apjparel to acceptable , 
standards -fior instrpctors.* '"^^^ • ' ^ ■ 

Maintain .studerit performance or progress records. 

Adhere to the code of ethics adopted in your ^ 
.conpUnity, col lege. • ^ ' ^ ' 

Interpret the philosophy of tfnff' community college 
in providiTig vocational programs for the student. 

Select textbooks. and instructional materials for 
the . classroom, shop or iaboratory* ^ 

Motivate"^ students in the classroom; shop or - 
laboratory. . ■ ' \: ■ ' . . ' 

Tnterprjat your vocational program, to others. 



Provide appropriata practice for^develbpment of ^ 
^ basic skills. / ^ " \ - - 

Interpret the objectives * of vocational education 
to others. r . , ^ ■ "' ■ 

Maintain a clean, orderly laboratory or classroom.^ 

Maintain.student attention during classroom 
presentations or demonstrations.. _ ^ 

Identify 'students in need of counsel ing or guidance 

Participate in professional organizations related 
to your subject matter area. / , 



14; Maintain discipline in the classroom, shop or 
laboratory. ■] . ' . " . '= 
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Participate: in outside 'trade ^ buslneii, or profes- 
sional a^'ganlzat ions related, to ^o^^ subject jnatter . 

area* * . ' . L 

■ " - - .. • ' .' • * 

Infooi students of the nature and requlrCTienti of 
specific occupations i / 

Work cooperatively with people in the coim . . 

Make us of, available guidance and counseling ' " 
services within the community college. 

Be stimulating in your work as an instructor. 

Interpret safety rules ami regurations to studentSi 



Factor II 

21^ ' Interpret the provisions^ instructor tenure laws. \ 

22* Interprat the innovative-provisions of the Vocational 

Act as amarided in 1968, . ^ 

23. Interpret the goals ^arid objectives-^fiypqational - 
educatiQn*\_ . ' ' , / . . 

24/ -Interpret th§ goai^ 

25. Interpret the hiitory of vocational educatian. 

26] Inte^ret state certification; requirements^ for instructors. : 

27. Locate available. standardized tests. : ' : 

28. Interpret the state .specifications and requirements 

. for Yocationil. facilities. ^ . : < , ^ 

29. Interpret the philosophy of the comprehensive 
community college.. / . ' 

30. Interpret the legal iiabilities of a 'teacher. . ^ ' ■ ^ 

31., Direct , advise, or promote student participation in ' 
competitive events or youth organisations related 
to vocational, education. ; ^ ^ 

32i Use the State Plan for Vocational Education iti securing , - 
^ reimbursement for vocational programs. 

€m — IiiL b i piu t thu i tt s^r y^of; ^duea frionr- 



15. 

.16, 
17.. 

is; 

19. 
20. 



34, Identify the^ similarities arid differences batwaen 
the goals of general and' vocational education. 



X - 



ERIC 



3S. / Distinguish between two. ok more edUcaitional 
, . ■ philospphies,' ^ ■ " ; 

36* Interpret the socio -economic class structur.e of thet 
local. coirahunity in relation to students enrolled in 
' vocational programs'*' ^- , " - 

37, Interpret conununity college politics. ; \ 



• ■ ■ # ^ 
Factor III 



38 * Conduct' a shQp or laboratory^ demonstration Eor' an -indif 
vidua! student.^ ■ , - / ; ' ■-. . 



. . . • / 



\\.Vs . . ' 39, . Provide^ practical shop or laboratory, experience to 



enhancp classroom learning* Z ^ . 

40 r Develup audio-visual materials for instiructiohal 

. . 'pufpo'sftsZ - "i ■ ^ ^ . ■■. . 



41 UtiMEe indlviduildzed instruction materials and 
tecj{niqu#s* Z / ' 



42, Relkte the> course, of study to measurabie performance 

' = oiJj'ectives ^ " . - ^ . . / ' a ^ ^ ^ 

43. Develop classroom instruction based ^upon the'^pdividual 
^ ^ needs of thfe- learner. ; ; ; . ii. • ^ . \ '\ 



4.4* Provide^ appropriate practic© for developmerit' 
: of barfl^lskills^ ; , . :^ 



45 Write' performance objectives*^ . , . -/ - ' . 
46* J Teach at the Student Vs level and rate of learning* 



47* Utilise writtrti shop^ ciassrooni and laboratory . 
equipment organizational plans* 

48;,; Use a student-'Centered teaching style. ' * 

_ 49; Develop performahce tests to measure achievement* 

^ 50*^^Develop -Student learning activities to facilitate 
instructions, ^ . . i ■ 

^ 51*- Use programmed learning materials; 
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Factor IV 



. 52. Aid the student In obtaltiing job placiment sft^r * 

■.- ■ ■ training. _ . * ^ ^' /- , . 

/ 53.* Secure ©n«the-Job training pOsitl^ for^students, 

54* Use the State Plan ^orVpcational E^ueation in 

. . ^ securing reimbursement.^ for jyocati 

55. Use the resulti. of standaHi^ed test\scor^^ 

■■■ . ' placement*;, ^ \^ 

' . 56, Provide programs for the studant with special naads. 

k 57* Writfe articlt&s for news releases * - 

' ^ :V- 58, vConduct folley-up. studies for: .purposes of determining 

- / ; ^ ^effectiveness of instruction, c^^^ "\ ' 

^ 59,, Screen and select students for >^ur p^ ' 

; ^ 60, Coordifiate'^and supeTvise cooperative work experierfce - 

■ / • . programs, ■ ' ' \ - 



Factor V- 
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Bl, Assist in the developmeht of the total community 



:\£j^ ,_^ntarpret3fe^ the 'compre henslve - - - 

^ ^ / community^ cQllege^" ^ ^^^^ -.^ ^ 

63, Dfraw' from personal vocational interests to enrich 
/ ' instruction ; " ^ ; . " ^ ' ■ ; _ " \ 

64^/ Relate the vocational prograin to, other instructional 
programs i = ! ' ■ . . 



Factor V 



65, ' Aid students in entering Iducational or occupp.tional 
■^1 ^— - t ratoCT^^Q-rgTOms— beyeftd^ t h e c o mmun i t y c o 1 1 e g G l - ev e 1 > 



y.-^y^. ^ ■ ■" Comniunrcate your ideas or point of view to otKer - 

^ - - =~==^-— -^fdnstructors:^or=^ . ^ / 

' " ■ ■■ ' " ...... _ ^ ^'^(7; "^'tt "-• 



67. ' Relate, curxent events asspciated with your subject 
. matter area to classroom instructian. 

A5*ticulate your instructipnal . program vdth other 
' atioSal institutions or agencies. 





Factor VI 

69- Assist community college administrators in 
and maintain vocational programs, 

70, Prepare budgetary requests fpr vobstional programs 



/ . . _ 5 ^ 
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Hansen, L. Sunny, Career Education ; Teachefs ' Respon'ilF£ir€ies7 ~ERlC°Series-93,- 
VT 020381, Columbui, Ohio,' tW Center for Vocat tonal and Teclmical Education, 



1973. ■ ^ ■ . . ■ ■;, , ■ . _ , . • 

. ' ... . : ■ ■ •■ . ■.■•^ 

A currant position paper on career development; prepared by a joint coinmiision 
o£ the American Vocational AsstfcfaClOnm^i^^ Vocational Guidance Asspci- 

atiori' (1973), outlines distinct functions for vai'ioui educators including adminis- 
trators^ academic teachers, vocational teachers/ counselors^ parents, and community. 
While it gives strong leadership to the guidance specialist , it suggests the ,fol- , 
lowing rasponsibilitias for academic and vocational teachers, ^^ . 

. ^ : , . , • ' ' ^ ' - . . . , \ . 

The vocational teacher, should^ , \ 

1) Provide realistic sducational and occupatiohal. information to sturfent's 
and staff based on knowledge of their occupational field, and continuous 

^ contact ..\^h workers and work^- Settings r ^ ^ ^ 

2) ■'Tdentify and recmiit: MsouTice persons in the employment community to . . 
' - as sisfr^R^e school progrim. . - : , , 

" 5) Provide explbratoryrwxpexi^ces in vocational classrooms, labs^ and shops 
for students not erirolled in^oijoup^tiohar prepar 

those teachers who wish to incorporate'^*handf_^'' types, of activities in 
^ their courses, ' - . . ^^^"^^^^^^^---...^ v 

^' 4) Identify basic and academic/skills and knowledge that are needed to^fUGoeed- 
in the occupations of their field and ifcomtonicate thi^, information- tc^f 
- ■ . academic teacher^ and gudiance' s{)eci ^ ^ ^: 

" 5) r Assist academic teachers and ^^^g^^ in designing appropriate' 

"occupational exploration experiences . ' . 

6) /provide students w^ about vocational offerings and guidance 

specialists with information about the kinds of careers for which students 



7) ^ Assist students enrolled ;in %^ocational prb^i^^^ 

their learning experiences for better understanding of self in relation 
^to occupations and thei world of wqrk. . - J . ^' . 

8) Plan and provide vocational instruction which prepares students to enter, 
V adjust, progress I and change jobs in "an occupational field. ^ 

93 Assist: students in identifyirig a wide range of occupations for which their 
vocational instruction is applicable, ^ ^ 

10) Encourage emplbyers to assist in .expanding student awareness -of career _ 
opportunities. K = w \ ^ 



-11) Arrange observation actiyities or part-rtlme employment for students and 
/school staff to help them learn more about occupations and work settings, 



12) Participate in the planning and implementation of a comprehensive car eei;. 
— - -education -program. ClLPQjition^^ Garaer. Development,** 1973; - 14-15) , 

The academic teacher should'. ■ , ; - ' 

13) Provide for easy transition of students from home to school, from one ^ 
school environment to. the next, and from schpoL to further educa^tion, or,.. , 

' employment. . \ * , ^ . ; ■ \ . . ■ _- ... 

14) Provide itudentsv with curriculimi and related learning experiences to 
inspire the develbpmerit of basic concepts of work and thS importance of 
those who perform" work i v ; ^ 

^ -IS) Provide group guidance experiences^ with appropriate aid from the guidance 
specialists and yocational educators to. regularly demonstrate the rela- 
tionship between learning and job requirements , ^ ' 

16) Help parents, understand and encourage the career development process as ^ 
I ^ it relates to their children . \ ■ - 



17) Provide opportunities within the curriculum for stiid^nts to have decision- 
^ . making experiences related to educationar? and vocational planning ' 

18) V Assist thCiStudent in^ sypthesizing= of his accumulated career development . 

experiences to prepare him for his ongoing educational transitions^ %, %t. 

19) Provide career exploratory experiences to help students gain .an under- - 
standing of worker characteristics and work requirements, : - ^ ^ . 

20) Provide experiences to help .students' increase their depth of understanding 
of personal capabilities jH'nterests and possible limitations.^/-^ 

21) Provide for career preparation' experiences sufficient, to enable the indi- 
vidual to acquire [sic] skills necessary for , entering and remaining, in. , 

' the world of work^at a level appropriate to capabilities .and expectations. 

2t) Provide, as an extension of the in-^schopl learning ^experience, >opportu- 
nities for the individual to experience work first-hand in a non-threat^ 
ening environment ("Position Paper on Career Development,'^ 1973: 15-16). 

Iii^anbth^r^documenJL^^Ho>^^jrtifi oj^ the ^las §rdQm_^ ^ 

The classroom teacher is expected— to: ^ ^ . — — — ^- 




.v^. embrace and adopt the basic assumptions and goals of career, education 
f orNthems elves. . .and dedicate a portion of their efforts towards accom- 
■ pilslSlmnt of these. goals. . \=' ■ . ' ^ 

24) ^ . . .become^mre of and knowledgeable concerning the career^ implications 

of the subst^^ive content they seek to help students .learn, * 

25) . . .^eek out and ckmtalize on the wide variety of means, available for 

ompha^izing th^ ^^-^^^^ iVpiiratinng nf fhR qiih^tantive content he seeks 



to help. the students le^n. 
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26D ■.:.mphasize"careet implications in ways that will bring dign^^^ to all 
honest Work and to all persons who perform such work . .^^ : . , 

27)_^. . emphasize career Implications as a Wf ^"f ^^^^J"?*! J« 



leafra^^o^^the-^substanti^a^o^^ is attempting to teach. 

28) ' ' . . .seek out and capitalize on cooperative proj^s inv^iSgr«re-e££orts- 

■ of several teachers, or even the entire teaching staff...... . . . 

29) ...work coopektlvely with those charged with responsibility for- other 
■components of career education CBottomsiet ,al. , 1972: '7-10) .. 

Senior High ' 30] assist Un Clarifying the career decision process ■ 
• 7 ' in relation, to self , ; ^ , 

31) help the Student .become aware p£ preferred life 

. ■ - styles, . .■^ . ^ S . ^ " — = ^ . . 

323 help the student reality-test his salf-eoneept . . ^ 
' .through tryout experiences/ \ > ' 



33) continue to- taa^clT^TTSnrbeatdona-l-^nd^ aspects 
and implications of school subjects ^ including the 
structure of the subject ^ the structure of related 
* career fields, possible college majors or yocational 

specialities^ and educational^^^^^o^^^^ pajths. 

-34) Identify ways in which the students can gai^^^ experience, 

35) identify^ use, and, adapt resources appropriate for .this 
■■ ■ ■ level, ■• ■ ■ ' ' ■■ /" _ ' , V ■ . • 

36) convey to each student .that he or sha is a worthwhile 
person whatever his occupationai or educatiorial gosls- 
pr life-st^le aspirations C1972bi 15-16).. 



Common teachet functions mentioned by several waiters CJ^nes et al., 1972; , 
Hoyt^- 1972; Drier,' 19^ 1972ar "Position Paper on Career , Development," 

1973; Swain,^ 1971) include; (1) weds assessment ; (2) curriculum witin^ (3) • 
relati^ng stibjects to career; (4) graate^r teacher responsibility in counseling . 
and guidance; (S) creating learning activities/ units and couys^^^ 
school and community resources , e , g , ^ worker, interviews and field yisits ; pX / 
creatlrig-speclal 'programs for special needs ; (&) assuming special in-service system 
ahd"buil3 tng^Mponsibi 1 Itle ^ ^ - = • - 
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A Study 6£ the Career by Blementary and 

Junior High School Teachers in Selected Schools in OregQn y.Hpllowayj Richard . 
|g>>Eugpna^ DQctdral disserta^ Oregon State University , 1973 , - 

l^fSi^Fifty cdmpetendies in rank order o£ importance as to the pfoflciency elementar y 



(1, Identic the careers represented among the parents o£ your 'itudenti 

2v^ ytiJ-ize learning activities that fojter wholesome attitudes regarding the 
■ / / wor^ in all fields at all levers* ^ ■ , 

5, Understand the total career ^education program within your school district . 
and identify your role in the total programv \ 

;;4** Help students realize that responsibility and decision making, are part o£ 
. career development, ' : ' . . ! 

Sa Identify people in the local commuriityt who are willing to talk to students 
about their occupa Lions and , keep a directory of contacts made, ^ 



7^^r~D±rec^t=^tudent=sr-in ana^^ the direct relationsh ip between comp etencies 

\ developed while in school: and those needed in occupations as well as^. irn^F^ 
, citizeny vpcational arid family li^e roles, ' ^ ^ 

7. Discuss with students the interdependence of occupations and how^/all; work - 
vv; the effective fu nctio ning and well-being of society, 

8. Utilize selected resource people in= class to present^ career information 
, ; closely..allled to their occupational specialties, ^ ^= 

9. Identify Career awareness and/or exploratory reswrce material such^as AvV. 
material i games, literature J e^c, ' ■ r ; \ ^ 

lOV ^ Discuss ianid illustrate foi^ students how people ^im' Tarious occupations also 
: function in other life roles as well; (lie,, a citizen,/ family, member and. 
user of leisure time), : ; 

IIV^ Conduct field trips for career awareness an^Aor exploration, . ^ ; ^ 

12, Direct j students in Identifying the tas^ks performed by^ people in various 
^ occupations, \ \ - - ' 1 . . 

13, ^Evaluate for classroom application, various sources 'of career information. 



Ti4v —involveltj^e parents of class members ift presentingTlnforin 



career . 



I IS, Utiriie career ^awareness and/or explpratpry^ resource materials .such as A,V, 
^^■]!y^_'- 'materials games, lltenrature, etcV'"^ ^ _ .^ ^ 



? isli^ ' Identify resources and/or services available f rom "^the cpmmunity for - enriching 
: - the carter, awareness and/or '^e^ programs . - ^ - ' ^ : : 



Mv f^^ !^^ CMC^arM that' require: so of highir .educa- 

^18 * Utlllia career, awareness and/or exploratory^ rasdurca jnatarial such as A* V* : 

; \ material games, lit eraJture, etc » : ' / 

. 1 Dii^et Students in analyzing the career cluster job. family concapt, 

^^n^^^ZO.^Eyaluate for classroom applicationy various- sources of caraar information* 

21, Direct atudents in identifying^the--tasks oceu^; 

vW.,-' ^- pations^U _ . . /^w^ ^ T^^~~^'^'Tr— 



22. JUtilize career awareness and/or /exploration teaching guides that have bean 
•davelppad. ; - - -^^^ ^ . ^ ./ ■ ' ^ ^ ; 

23, Identify career awaranass tad/or exploratory r^ such as A*V* 
material, games, literature^ etcv/ ■ 



24/ Discuss and illustrate for students how people in various occupations also 
fuiiction in other lif< 
us¥r of leisure time) 



fuiiction in other life roles as well. - file, as citizen j family membe^ and 



25, Establish arid maintain working rflationshlps with local businessj industrial _ 
and labor personnel in developing^ and improving .career awareness and/or 

^ exploratory programs V . - 

26, Identify appropriate measuring devices for students to use in. assessing 
their interests , attitudes and aptitudes as they relate tO' future career 

■'"s/'decisions.^ : r '-: / , ^^ ' ■ ' ^ 

27, 'utilize ^'hands-on" or applied classroom projects in which the tasks of r§al \. 

workers are Simulated, . > . i , 

28, Direct students in studying the occupations involved in the day-to-day - 
^ : operatiohs bf , your /local school systan. - ^ ■r V 

^ 29. Utilize appropriate measuring .devices to, guide; students in a self-understanding- 
: of their interests, ^attitudes and aptitudes as they: relate to future career 

decisions, ' ■ . ^ ^ 

30. Utilize individualized inJtruction. material developed for use in career ' 
awareness and/or expjjQration. ; ■ . ^ ^ 

31. Utilize vocational ilterature and data for class assignments. * - " ' 

32. ' Direct students in obtaining information on manpower from the local state x 
_^_e^lo>Tnent services,. \ . ^ ' , ! .\ . , ' 

33. . : Work'with guidance^and counseling staff to Implement and improve the career ^ 

awareness and/or exploration program, . . . "\ 



34, Direct students in using classified ads to identify and describe occupations. 
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^35. Direct; siud^nts in using the Dictionary of. Occupational Titles ^^(^ to / 

ideritify and describe ocGUpations* - ^ ; v * 

-56. Direct students In identifying those vocations that -can beconie avocations and^^ 
avocattbns that can' and have become vocationsV^^ ' ' ' 

37. ' Distinguish , for jtudents relatiohShips between occupatidns and ayocations* / 

-38; t^Tect students in deVelopi^ a' questionnaire appropriate ,for interviewing ; 
parents and othets about what they do in -their johs. ; f^--"^ 

39. Rirect students in makings a task analysis^pf the^^r parent 's occupation or . 
' p£ others 'that are of special Interest . ^ J s 



40. Utilise developed tests that measure th^ afchievement of career awareness and/or 
i e^cploratory objectives^ ' ^ V ; / - 



41, Diract .students in .identifying the salary levels ^nd working cohdi'tions q£ 
various occupations' studied In subject matter units^ covered in. class* 

42, ; Involve the parents of class members in presenting^ Information on their career* 

43, IdWt'lfy available tests that measure the achievement of career avvrareness . - 
and/of* expl^oratory objectives r 

44, Identify. for classroom application the national, regional, and Ipcal manpower. 
^ .trfirtds and; needs, ^ , 

45, Direct students in assessing the- life"^ styles assbciated with varidus occupa^:,^ 
/tibns-- ' • /. - ■ . ^ . .:. . ' - : ^ - ' : .L- \ ^' 

46, Develop tests that measure the acHievement of career awareness. andT^r expla- ^ 
;^ tory objectives, ' ^ " ^ ■ _ 

47, - Tdentifx the 'Careers' represented among the parents'of y^ students, / ^ ' ; 

48, Direct students in analyzing how'social interactdons differ among various . 
careers* ^ : . . f.- - . ^ . = = _ ' — \ \ ■ ' ' 

49/ Direct sludents in identifying \he type of tools, clothesv material an4 equip- 
ment used by people in;:^ "■ ^ 

50, Understaiid and apply various theories of career development (e.g. theories 
V . . . of SupOT^ Holfand, ' etc.) / . . : ^ 

Fifty icompetencies in rank order of imppftance as to "^the proficiency junior h igh 
t aachers should have , . " . " , i ' 

51% ' Help students realize^that responsibliity and- decision making are p^rt of career 
development, . ^ ^ , ' . *■ 

52 Help Students recognize advantages of career plajining', ^ . ^^ ' ^ , 



Identify resources and/or services available from the iCommunity for enrifehing-y 
tTie career a^ajeness and/or exploration programs, . ; > ' * : 

Utilize* learning activities that fostar wholesome attitudes regarding the^ , - 
worth and function of work in all fields at all levels. . ^ ' . , 

Identify for students the career opportunities related to subject matter 
un^ts coveted in class. ' ; ^ 

Discuss with students the interdepandance of occupations and how all work - 
^contributes to the. effective fiinctioning and well-beings of society* ^-.r.-:.. 

- Direct studen;ts in doing research on occupations, that^ are of interest: to: thera.' 

Utilise selected rasource people in class to present career informetipn closely 
allied to. their occupational ^specialtijes . - v "^ ^ 

Direct students in analysing the direct relationship between contpetencies V ^ 
_dLeveloped while in school and t ho sirfneeded t^in occupations > as well as in ci 
"avocational and family life roles. ' . ' - f " . p ^ — - , / 

Direct students in identifymg the physical and intellectual requirements of ^ . 
dccupat^ons related to subject matter units covered in class v ^ . v ' ° ' 

Ident^ify people in the loca^^ community who ace ^willing to talk to students 
.about their occupations and keep a ^rtctory of contacts made, ' 

Understand the total carreer ^education program within your school flistrict and ^ 
identify your role in the total program, ! . v > . 

Direct^students in identifying occupations thatAafe ^compatible .with their -i, 
Interests and "abilities * * ' k ^ ' ^ . > ' c : r 

. . , ^ , : , ^ -i ■ ■ ■ '--^ . ^'.-,f; .;_^;-v ..v.: ^ 

Direct students in identifying careers that require some form of-higher >^ 
education. - ^ ^ , 

^ _ ■ . . - . * . . . :. ^y^ivi;"-;-- ■ . ■ ^ . . - ■■■ 

Provide for student discussion of their career aspirrations* j % ^ = ' 

Conduct field trips for career awareness and/or .exploration, y . - v 

direct students in identifying careers-.that require a- high school diploma or : 
a GEa. . . \ ' ^ 

Utilize career awareness and/or exploration teaching guides that have been 
developed- - .:- — v . ■ . 

Direct' studentis in studying the occupations dnvolVed ih the day-to-day oper«^^ ^ 
ations of your local ^hool system. > ±s 

Direct students in identifying the physical and intellectual requirements of 
occupations related, to subject juatter units covered^ in-class* I v 

Direct students in identifying occupations that are compatible with their ^ 
interests ^nd, abilities; =: , - ' - . 
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72* = ".Distiriguish for studants relatibnships between occupations and avocations. 

. ' ■ ; ■ V - - - . . ' " ^ ' . ^ 

73; Identify for s|:udents the career opportunities related to subject matter .units 

■ ~ covered in class, , y ^ ^ 

74. Direct^ student s in^'deVel^ a questionnaire appropriate for ^ interviewing / 
" . parents and others about what they do in their jotfs*., / ^ 

75* Direct students in doing research on occupations that are o£ interest to them. 

76. Direct students in analyzing the career cluster job family concept/ 

, 77. ^Direct students in making a task analysis of their /parent 's occupation pr^of 
others that :are of special interest, 1 : 

78* Direi:t students^ in analysing how social interactions differ among various ' 
careers. « 

79, Provide for; student discussion of th^ career aspirations, , : ^= - 

-'■ '' ' J- ' ■ ' '' * ' - ' ■ ■ . . = ■ 

80. Utilizer '*hands-on*^ or applied, classroom projects in which the task of real: . 
.workers are simul^uLud. . ^ , : = - 

" si. Identifying those vpcations that can become* avocations and^ avocations that 

■ - ' p can and have become vocatioxis*. :\ ' ^ 

' 82V Direct students in identljfying the type of tools ^ clothes, material and equip- 
'ment usediby people in-varibus occupations. ' ' ■ " ^ 

83. Work with guidance and counseling staff in implement and Improve the career 
awareness and/pr exploration program, / 

Help students recognize advantages of career plannj^^ ^ 



Identifying careers thatf' require a high school diploma or a GED, 



8'4. 
Si. 

86, Utilize^oiqpational literature and date; for class assignments 
87'; 



Mm.' 



Establish mAd'^maintain- workin g rela te dnships w ith local busines s ! industri al 
arid labor jpersonnelidnd and Improving career awareness and/or explor- 

atory programs,, . ^ ; ' . 

Utilize individu^fiL'Ziyd ^ifi^ruct^on' material developed for use in career aware- 
ness and/or exploration 

■/ , =, , ' ^ 

Utilize developed tests *that measure the achievement of career awareness 
;and/or exploratory objectives i ^ ' ^ 

.\ ■ ' ^ . " ' \ ' ^ ' ^ ^' . ' 

Direct students ifi assessing the ,life--'^tyles associated" with various pcqiapa- 



Direct students in usingrclassified ad 



s to Identify and describe occupations. 
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.92, Utilize approprlata measuring devices to guide students in a self-understanding 
. = of their interests, attitudes and aptitudes as they relate to future caraer " 
^ decisions. ^ „' 

93. Identify available tests that measure the achleviment of career awareness 
and/or exploratory obj actives . , • 

94. Direct students in identifying the salary levels and working conditions of 
various occupations studied in subject matter units covered in class*' 

95. Develop tests that measure the achievement of career awareness and/or explor- 
atory objectives^ v , . 

96. Using the Dictionary of Occupational Titles CD.O.TjD' to identify and describe 
occupations, : - ; . _^ - - 

,97, Identify appropriata measuring devices for students to use in assessing their 
intarests/ attitudes and ^aptitudes as thay relata to future career decisions, 

98, Direct ^students in obtaining information on manpower trends . and riaeds from 
the local state employment, services, " ; 

99, Identify for classroom application tha national^ regional and Ipcul manpower , 
trends and rieeds, , ; * * . 

100, Understand, and apply various theorias of career development (e.g,, theorias 
^ of Super, Hollandj ate) / ^ 



316 



^ 307 



PERSONNEL COMPETENCIES In" THE IMPLEMENTATION. OF CAREER AND OCCUPATIONAL PROGRAMS 
.Joyee^Malyn-SMtH^i' Boston University., Boston, unpublished^ 1976* See individual 
referenbas on page 315, 

In implementing a program of Career/Occupational Educatiori. the Senior 
High Teacher shouldi • ' 

"1* assist in clarifying the career' decision process in relation to self 

.(Hansen). ' 

2.. help the student become aware of preferred life styles 

^ ' - (Hansen) 

3, help the student reality-test his. self ^concept through tryout 

experiences , (Hanseri) ^ 

4/ continue to teach the vocational and avocatipnal aspects and ' _ - 
Implications of school 'subjects, including the structure pf . the ^ 

subjectv fhe structure of related career -fields, possible college majors 

jor vocational specialitites, and educational or vocational paths 

: . ' ■ ■ ■ (Hansen) 

' ■ i- - ^ . , ■ , .* ' ' ■ ' , ^ _ ^ - • 

S* idehtdfy ways in which the student can gain work experience 

* v\ ^ . (Hansen) ^ 

/\ 6* . identify,' use and adapt resources appropriate for this level 
.. ' ^ / - . (Hansen) \_\ 

7. convey to each student thai he or she is a worthwhile person what» 
; ' iver his occupational or educational goals or lifestyle aspirations 

< ' * . ... = " (Hanseri) ^ ■ 



In implementing a program of Career/Occupational Education the ^ ^ 
Department Head should: . - 4^ 



8, supervise infusion of Career Education and OccupationaJ. Education 
materials into existing curriculum^ . % 



9v assist teachers in implementatipn;. of - Career/^ccUpational Educa 
'y' ^ programs^ ' ^ .5 - ' i - ^ ^ - _ 

io. provide lists of available materials and resources to the teachers 
as relates to their specialization . ^ ■ 
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In implementing a progrMi/of Career/bccupational fiducation the 
Academic Teacher should: = 

11* provide for easy transition "of students f^om one school environment . 
to the next, and from school to. further education or_emplo>nnant 

- , CTenriysbn 1973) 

12. provide students with curriculmi and related' learning. experiences 
to insure^^ the development of basic concepts of work and the 
^ importance of those who perform work/ (Tennyson) 

13> provide group piidance experiences to regularly demonstrate the 
relationship between learning and job requirements 

' (Tennyson) 

14, help parents understand and encourage the career development process 
as it' relates to their, children ^ / . (Tennyson) 

as, provide opportunities within the currlcul]^^ 

decision-making experiences related to educational and vocational 
planning ^ ■ (Tennyson) 

16, assist the^student in synthesizing of his acc^ulated career devalopf- 
mant experiences to prepare him for his dngoing educational transitions 
' ^ , ' , (Tennyson). . 

17, provide career exploratory experiences to help studants gain an 
understanding of worker characteristics and work raquirements . 
' : . ' . (Tennyson)^ 

18, r provide experiences to h^lp students increase theif depth of under- 

standing of personal capabilities/ interasts and possible limitations. 
- : . ; ' , XTemiys 

19, provide' for ^ISreer preparation experiences.. sufficient to anabla the ' ^ 
Individual to ac^uite skills necessary to aucceed at his chosen occu- 
pation within his capabilities ^ . . 

20, provide oppartunities fior the individual to 'axperienca work first 

hand in a .non^hreitanin^^^e^ ^y-..^.-^-...-^-^^^ (Tannyson) 7-7^^^'^ 

21 , refer" students to Vocational .Education teachers and Counselors for 
additional* career information . : ^ ^\ : 



318 



309 



^ In implementing a program of Gareer/Occupational Education the 
Vocational Teacher should ^ 



22, 



provlde„Tealist£c educational and occupational infOTOation to students 
and staff based on konwledge of their occupational field and continuous 
contact with workers and work settings ^ (Tennyson) 



.23. identify and recruit resource persons in the employinent coimnunity to 
assist in the school program. , (Tennyson) 

=24, provide axploratory experiences in vocational classrooms , labs, and ' 
shops for students not enrolled in occupational preparation programs^ 
and assist those teachers who wish to incorporate '*harids-on" types of 
activities in their courses ^; (Tennyson) 

25, identi fy , basic and academic skills and knowledge that are needed to 
Succeed in the occupations of their field and coiranuhicate this infor- 
mation to academic teachers and guidance counselors 

^ .1- , ; ' . . ____ 1. „ ( 

26* provide students with'infoiTTiation about yocatlonal offarlngs and 
. guidance spccin 11 st with in'PnTiTiat ion about the kinds of careers for 
which students are prepared. = (Tennyson) 

27, assist academic teache]fs and guidance specialists in designing 
appropriate occupational exploration experiences (Tennyson) 

28 * plan' and provide vocational instruction which prepares students to 
enter, , adjust to, progress in^ and change jobs within dccupational 
« fields \^ ' (Tennyson) . . 

29, assist students in identifying a wid#^ range of occupations to ;which 
their vocational instruction is .applicable (tennyson) 

30* encourage employers to assist in expanding student awareness of- 
career opportunities ■ (Tennyson) 

31. arrange observation activities or part-time employment for students 
and school s taff to help -them lear n more about o ccupations and 

(Tennyson) \ ' . ' 



work settings, 
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In implementihg a program of Career/Occupational Education the 
Guidance Counsalor should • ■ . f. ^ 

32. use career guidance techiy.ques to demonstrate self-awareness and the 
\. , decision-making process " , ■ , 

33* ^Mnd an exploratory or experiencial learning situation in the school's 
environment ■ ' ^ 

* ' ' ' -' _ ' ' - —'^ 

34* design a^workshop to make others aware of the elements of Career 

Education , 

35, inftise affective Career Education cpncepts into lesson plans - - 

36, mobilize skills which are pertinent tor Career Education : 

37 , demonstrate guidance techniques ^ such as construct ing and using rating 
scales , using role playing, constructing, job ladders J interviewing 

' techniques — — — _^_^„; 

38* inform conmiunity and parents about the goals of Career Education , 

39, ^ compile a list pf resource people in -the community and school ^ _ 

40, : write 8^ adjuinister questionnaires and conduct, interviews^ for both - 

preparation and follow-up of field trips- ] . 



(Ohio State Module^J) 



•\' 



In implementing a program of Career/Occupatidnal Educationj the computei 
staff will be able^ to* - 

41. help students learn about and understand the range of present and 
potential career opportunities 

42. encourage persons in the process of career exploration and decision, 
making to seek out vocational infoTOation on their own ^ ^ 

43. increase awareness of major sources of occupatlorial Infomation ^ 

44. support related programs including Career Education, Gareer and 
Employment Counseling and Manpower and Educational Planning . 

■ ■ J — (Ohio State Module S) 



■ In implementing a program of CareWOccupational Bducatiori the .members 
of the support personnel of a school will be able w - 

45 assist in the early identitiuuLion, diagnosis, and remedial treatment 
' ofi problems which are detrimental to the . Teaming proces& 'and to the 
individual's potentlali,tles ,' ■ 

46. take -necessary; action based on complete information about a student's 
« ' lifestyle, personal characteristics rwork experience, and school and 

non-school problems and experiences 

47. serve as a resource person to tea^ehers in" the lower grades. . 

48. provide iaterials and interpret jobs and job opportunities in their- 
own and related fields, 

49. help parents understand the relationship between a student • s' poten- 
' ' tiali^^ and his aspirations . " ... , , 



'■ . ■ ■ ■ - 512. - . ; ■ . ■ 

■ In impleraenting a program o£ Career/Occupational Education a Teacher 
Coordinator in a vocational cQoperative program will able to,: 

50. select and maintain training •stations that provide ^t^^^ 

.■ "training for individual students depending on their needs and vocational 

'-' goals , ■ ■ ' ' ' - . • . , ■ ' 

51. develop a comfortable working relationship with the training sponsor; 
appointed by the employer for each cooperative student 

52. design on-the-job iBarning experiences for cooperative, stu^^ 

53. design participating experiences and/or projects for students who 
are not in the cooperative program 

54. relate classroom instruction to actual on-the-job situ^ ''"' ' \ 
SB. , apply .principles involved in disseminating information to' students and 

; - p : --„ .^--^^^ 

56 develop policies to serve as flexible guidelines Iri the selection of 
' students for both the cooperative and the project plans of the program ; 

57. assist student:.according to his vocational interest, aptitude, and 
ability--ln selecting -the most appropriate on-the-job training 

placement . . . ^ 

. ! . (Ohio State Module .. 



In implementing ? program of; Carbe^Qccupatlonal. Education the— • 
Librarian will be able to: -. 

58.. obtain background in; informational services for Career Education • 
^S9. work' with other ichool staff in developing a Career Education 
loJ^CQSn^niudenFlcHHti^^ 

61.. dlspurse to teachers, .Caleer EdubatioTi materl^^ classroom use 

: ■ ' V ■ (Ohia State Module 5) 



. In implementing a program of Career/Occupational Education a Paraprofes- 
sional will be able to- 

.62» take charge of the career information center » ^ : : ^ 
63. msBime leadership roles in dealing with preplanned groups 
64* maintain and promote school -coranii^ity. relations 

65. provide students with materials and information on Gareer Education 
and Occupational Education and community services 

66< assist staff in their Career Education and Occupational Education 
programs ^ ' ;^ ^ ' 

* \ ■' ^ COhlo State Module ^5) ; 



In implementing a program of Career/Occupational Education a Principal 
will be able to- . ■ ' ■ ' ^ . 



67. recognize the need for and the importance of a comprehensive program 
- for the stAidenJs in his own STChool which is articulated i#ith all 

others in the system ; : . 

68. plan for anid implement in-service programs designed to provide the 
instructional and;counseling staff with the concepts^ procedures,^ and 
materials npcessary for the accomplisliment of Gareei' Education ^ 
programs . ^ ; ^ . 

69. model support and reinforcement for the staff, stressing that Career 
Education is important ^ ^ ^ 

70 J communicate to the conmunity, through^^ various media the elMents of ^ 
; Career Education and the assumptions on which it is based 

71 .,_„-^initiate.^ contacts- between^^^^^^ 

programs available in local' business and industry to support Career 
^ Education - " \ ^ ^ ^ • 

; ' ' ^ . (Ohio State Module S) 



In implementing a program o£ Career/OGGupationai Education members of^ 
thm School Coiranittee will be able to: ' 

72.. organize a functional program for all studjents at air grade levels 

73, provide fundi for facilities^ supplies a^d mat^fials at all grade levels 
and for employing jpecialiied staff and clerical assistanGe 

74, appoint teachers who are career educatiOTally minded and who can 7^ 
' complement the skills and abilities of the. present staff 

\- • ^ ..' . . . ■ , ■ 

75, / encourage in-servdce preparation dnci development, by the staff at all 

gradtf levels,, of skills and competencies in the Area of Career Education^ 

76, influence community to cooperate with Career Education aftd Occupational 

, Education programs ^ ^ ^ ^ * : 

77, influence media to cover successful Career Education .and Occupational ; 
Education prograjns 

: / . ' Ohio State Module 5) 



In implementing a pro grim o£ Caraer/Occupational Education the Superin- 
tendent of .Schools will 'be able toi . 

78. encourage, follow-up studies of graduates and non-graduates, conmunity 
7occupatiQnalsuivays/ and self -evaluation studies as aids to meet the 

needs of the community * ' • 

79, employ new personnel ^whose philoiophies of Career Education are conslitent 
with those held by the school system and who can supplement the skills^ 

j abirttles and ^sqseriences tff the present staff h ; 

80/ assist the schooi4board members in their sunderstanding of Career Education 

81. accept the fact that A program of Career Education will cost money, \ 
that specialised personnel most likely must be employed, that time 

must be provided 'for the perfoCTiahce of the program, and that facilities, 
" eq^ipment^supplieSs materials- a must be provided 

82, tecogniz.e that it is a long term program^ applicable at each grade 
v\ ' level , . ^ " " r 

83 • provide for in-serivce activities of both present and ;new staff members 

84, Involve students and parents in the development of ^curriculum in ^ ^ 7^- 
. Career Education . " . . - ' 

- - ^ - ^ ■ . ^ - e ■ 

85, provide students and staff with a: Career Iri^ 

86, 7 investigate* evaluate, ; and implement various delivery systems^uch 

as VIEW (vocational infonnation for educatiOT and work) computerised 
informational systems* ^ames* and simulation activities 

87, publicise successful Career/Occupational ' 

88/ prompte Career Education, and Occupational Education prjograms to , 
influence mambers of the coiranunity • 

I - C1^9' Ohio State hfodule 5) 
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CAREER EDUCATION PERSONNEL MODEL , 
BL6MBOTARY ADMI NISTRA TION MODEL- . 

Univerilty of Ml^gan~Tnn Arbor, School p£ Educatiori Vf 101028 



• i - . ■ I 

CONffREfflNSIVE MODEL ^ . (teachers, counsalorSj administf ators) 

1. Use community ptopl© as career educatiori resource personnel 

2, Provide student awaraness eiqserlences, 

• 3, Daveiop interpersonal skills ' , .. 

4* Utilize career oriented materia;ls* ^ 

5. Utilize career education inservice training* 

fti^v U^lize indlvidualiiad Mti^ ^ 

7. I Pyombte student self-evaluation 

-^ 8 . Design optimum career ' learning envirb^ants — , 

. 9, Involve teachers in revising instructional pM 

^^iO* Practlca 'a carear ed philpsopil^ 

lVt=:: P^iign optimim car learning environmants 

12;: Develop a carear, education rati 

13; Define career education concept* 

14, Evaluate career Ed programs*^ 

,-15. Plan career oriented instrubtional facilities. 

16, Provide active career education leadership 

17. y.Utlliia parent organlzatld 

IS* /Recruit career orianted staff. , 

19 i Usa cpmmunity paopl^as career education resource personnel 
;2Q^' ,Utilizi6-4nstructional. feedback Infomatio 
I Si . Involve parent organization In . instructional evaluation , 

22, . /Prgmote student's acceptance 'of reiponiibillty ^ 
^25^ ^:Utilize career oriented materials/ _ ; ^ T 

-24 ,^ .davalop intarparsonal skills ^ " ^ > ^ 

25* TJtllize decision makihg^omp " I 

56* Establish career aducatloh 

^27* / Wri?ta teacher selactlon criteria : ^ , 

■28/ . .Identif drop-outs : 

29^ Identify career oriented consultaht services . 

30, Establish career education prioritias \ * 

31, Promote student creativity. ' . ^ 

32, Disseminata local career education activities 
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Career Education Co^!et9ncies .for Elementary Teachers, In Order of Importance 




I 

.2, 

3, 
4, 
5, 



7. 

8. 

9 . 
10. 
11. 

1?. 

13. 
.14. 
15. 

16. 
17. 

18.' 
19. 

20: 
21". 
22. 

23. 
24 i 
25. 

26. 
27. 

28. 
29; 
30.; 

31. 

32. 



Explain that there inherent dignity in work . , ' 

Help the students ^develop self-confidence in their ability 'to fulfill task ^ ^ 
, responsibilities* , . ' . 1 c 

Make the students aware of themselves and their present capabilities i 
Be familiar with various resources available for career education f ;^ , / 

Integrate life experiences of the teacherV students, parents ^ and avalLftbla . 
resource people in classroom instruction ^ / , _ / 

Provide student with "hands on'^ experiences to erjiance and increase awareness 
and e}g}Iore tasic 'skilly . . . .3 - ' 

Help^ students- with personal and social problems that hinder seStf ^ rareness ' 
Conduct field trips oriented to the \<prld of work . . 

- Explain the, relationship between education and career ^plans • ^ 

Utilize business and industrial leaders as resource and advisory p^^fsqnnel. 
Understand current concepta of career education and understand. ymi:^-' school 
system's plan for implementing care tr education = ^ ^ ' ,i 

Relate the value of basic skiliS acq^ 

" future occupations. 
Understand your roie and the ;role of superiors ^nd peer groups, in carear Ed 
Motivate the student towardp thinking about careers^ " ' y . . ^ 

Utilize coniiunity members, professional, -service, social, fraternal, and ^ ^ 
religious brganizatioris for public relations services * ' ^ ' 

Involve students ^in planning their own unit activities . |, 

. Develop instructional materials related to career Edjication, . ; 
Involve parents in the^ students * carear development, - - : 

^ llelate the importance of work in the sociaL and economic development of a 
society* * . ^ ^ ' , r 

r Develop career based programs for gifted\^ students* i : 

Evaluate your own teaching in relation to carear Ed objectives* v ■ ; 
Provide^^nowledge of the primary needs of man and. example's of^how thay are^ 
met through c'arears ' ^ c:- ' # i- ■ _ ; 

Teach communication skills Iniwork and interpersonal situations. j 

? Teach appropriate , Interviewing ^techniques . ^ ' ^ : . ^ . 

Have workable knowledge of audio- visual and teaching aids, 'especially pertaining 
to lifa^centered activitleS;^and career; Ed. ■ ■ ' . . ^ 5.. 

Formulate lessons and behavioral objectivas raiat,ed to career Ed , i I . 
Ef f ectively ^darry out simul^tlqn and role playing in the classroom rela|ted to 
career . Ed.---''- ; : ^ * ^. '' ' - ' ■ .■ :^ . > ~ ^ - 

Develop career based programs for disadvantaged students ' ' 
Crei^e aii awareness of changes in world of . work - , ^ : / ' , .■; 

Explain ^ow malcing friends, helps to: deve^ self-concept 1^ , 

Explain new. teaching Methods being used in Career Ed' to parents and other con- 
cernad persQi;inal ^ / , . ^ - ' ; . ' - - .^^w^__u_;=— 

Promote feareer Ed within tlie home by keeping the pareiv^.informed^an^^ 



tff Career Edueation , ^Columbus ^ Ohio: The Canter foi^^ Vocational *Educationj Ohio State ' 
Si; xljnivarsit)r j , r ^ ' = > - . - , L 



CAREER EDUCATION COMPETENCY STATEf^NTS FOR ADMINISTRATORS 



;> mCorapetency' Statements I ' ^ . . 

X. Involve teachers In revising instructional programi^ 

^> ^ ^ ^ ■ . . " ' / 

2. .Evaluate career oriented curriculum.- . 

=■■■- * . t ■ ... - ■ . ' ^' ' ■ ' 

* , . ff. Seli career education- *to community. . 

^j^> W4v Promote student self evaluation. ^ 

:i 5/ Publicize career education .in the conmiuriity* 
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Si : 6/ Establish student feedback systems . . ^ U ^ . - 

^7; ; Use pre= and post-assessment tachniquesi^ v . - ; . . . 

>>t S> \ Utilize career education accountability model . " f 

1:^=: vgv ^utilize career education ins ervica training, / . . . 

r :; 10, Practice a. career education philosophy^*>' : l . " 

J i ll;. Design optimum careeir learning environments.^ .^^ . \ ' . ' ' 

^12* -Develop a. career education rationale* • . ^ . ' * 
, v 13,^ ' Define career "education concept* . ' 

.=.-|- '.--- ^ ■ eJ , , ^ A.f ' ■ i ;i .. , ' ^ . . ^ i ■ 

•14- Evaiuate career education programs* . . " ^ 4 ^ . 

^-iylS^ Plan career oriented instructional facilitieg.- 7 . / _ . 

^ ' 16.^ Provide active career education leadership* ^ , i ' 

'17,' utilize parent organizations * ^ ' _ i 

' 48, Recruit career oriented staffV ' ^ 

.19. Use community people as career. education re 

20. Utilize instructionai feeHback iriformation. / ' 

' 21. Involve parent organizations in instructional ^valuation. 
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.: : . ' 24. 



>• ■■•■25. 
' 27. 

...^ , ....... 

28. 
29. 

; 30. 

'rjT . 31 . 

- - .22. 
33 . 
34. 

. -<35. 
. 36. 

. 37. 
.■ ' . " 38. 

' 39. 
• ■ ■ , 40. 
41. 
42. 

l;'" • 43 . 
y.:''; 44. 

■45. 
■ . ■ 46, 
• ■ . 47. 
■"^'i -V 48. 
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Utiliz© career oriented iiiaterials% 

bevalop Intarpersonsl skills ^ ^ 

. ^ - ■• - . = .... . ' ' ■ ' ' • ' \.* ■ ■■ 

"Utili'za decision making componentsv, 
Eitablish career education perfoyraance standards, • 
Write teacher selection criteria. 
Identify/ potential drop^uts^*_^ =^^^-— ^ 



^ 




Identify career oriented consultant servipesT 
Estibir^^'earear education priorities^ 
Promote student creativity* - ^ . 

Disseminate local car eeif^ education activities , 



List decision making components , 



Utilize program review committees,^ / ; - 

Participate in professional education .organizations, 

Expand world of work experience . 

Implement self learning centers . ' 

Utilize individualized motivational systems. 

Provide student awareness experiences. * 

Write career education goals, ^ 

Design career education skill prograjns. 

Design life oriented programs, . 

Monitor-^ economic trends, > 

Develop long range career education plans. 

Utilize classroom management techniques. 

Coordinate student placement services. 

Monitor societal trends. * , . 

Identify school's role inJtudent placement, - 
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50. Monitor education trends* , - , . ' ^ ^ " \ 

51. Identify area skill center function, . - \ V 
52^ Descxibe^career education delivery systems. - 

&3. Identify career education legal, aspects> - ^ ^ ^^ 

* V CAREER EDUCATION' COMPBTENCY 'STATE^ffiNTS POR TEACHERS 

■ ■ \ . ■ . ' . ^ ^ ^ " ^ - . . ^ ^ 

= ^ j ' ' ■ , ■ ^ ... , - _ _ . \ ^ ' , . V 

Competency Statements : ^ 

^54:;;^ Promote /students acceptance of responsibility. ; 
55; :^ Use community .peopre as career education resource personnel 



. , , ..... 
56 w ^Provide student awareness. Experiences , 



5?^. ' Promote student creativity. 



/58 . . Develpp interpersonal skills', / 

/ 59. Gonduct career oriented field trips . 

60.^ Utilise career oriented materials* ^ . ' 
^ 61. ^"Utilize career education inservice training,^ \ 

62.. Utilize problem solving skills . 

63 . Utilize individual' motivational systems , ^ 

64. Promote student self ^evaluation*, , ^ 
/^65. Design world of work learning- activities , 

^ 66. Design optimum career- learning environments, 

67. Involve teachers -in revising instructional programs, 

68. Utiliie career orj^ented teaching methods^- 
69* * Utilize career oriented library resources. - 
70. ^ Expand world of work experience. ' 
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71. "Implement self learning centers. \_ 

^72-*^ ^Practice a career education philosophy. . 
73; utilise instructional feedback' information.- \ ^ , ' 
74.. fevaluate career oriented curriculum. ^ 
75. . Assess student performance strengths. \ 
76* Identify conununity career oriented resource personnel, 

77, Design life oriented programs.. - 

78, Assess student perfonnance handicaps. 

79.. Provide active career education leadership, _ 

81D. II lustrate> academic and yocational skill relationships, 

Bl. Establish student feedback systems,. 

82. Utilize decision making components^ :^ 

83. Identify occupational .requirements,. . ^ ^ - 

84. Utilize career oriented simulation techniques. 



85* Identify amplO}nnent .opportunities* 

86. Identify employment procedures.. ' 

87. Liit decision making components. 

88. Use pre anil post assessment- techniques. , , 

89. Define career education concept. . . ^ - 

90. Develop a carsef education- rationale.^ . - 

91. Develop short range career education plans, - 

92. Design career educatioff'skiri. programs, 

93. Plan career oriented instructional facilities, 

94. Utilize program development skills, 

95. Determine career .development options^. 

96. Identify occupational clusters,- ^ ^ . 
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97. Employ task analysis techniques, . 

98. Develop -long range career education plans * ^ 
>99, . Describe work ethic coiicept* . 

100. Coordinate student placement services * , 
101 Provide student awareness experiences J / \, 
102. Define career education concept, ' 
103* .Utilize career education inservice.^ training* - 
104* Utilize individual motivational' systems. ' 
105* ^ Involve teachers in revising instructional units* 
106, Promote student self evaluation. ^ . 

107 * Evaiua^te career oriented curriculum* . ^ 

10B,~ Promote creativity* . / : ^ , " \ T~;^^ 

109^.- .Utilize problem solving skills* ^ 
110* Deveroplhterpersonal skills* ^ . 

Ill *^ Promote students ' acceptance of responsibility* - 
ll2* Utilize parent' organizations . V - ' . - : 

113. Dtilize. career oriented materials , , . . - 

114. , Utilize group .counseling techniques* 

115. Utilize decision' making components 
116* Develop a career education rationale; ;^ 
117., List decision making skills. 
118* Utilize career oriented library resources . 
119* Provide active career education leadership T"^^-^^ 
120* ^ Publicize career education in the community. 
121*. Practice a career education philosophy/ 
122v Use pre- and post-assessment;^ techniiques * 
123. Use community 'people as career education resource personne 
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124/ Design world of WQ:^k laarning activitias ^ 



125;. V Write career ^ objectives. ' 

126. - Davelop a coftmunity resource file, '.y ' , . . , 

127. Design life oriented programs*. , 

: 128, Design' unduplicated grade level career educatipn curriculum, 

129V Conduct career oriented field trips, . , 

130- Participate lin professio^^^ < 

131. Establish student feedback-systems^. ■ j 

132. Expand world of workfexperienceV | - V / . , . 

133. - Establish career education performance standards, - 

134 . Illustrate academic - and vocational skill relatidnships . 

135. .Identify occupWiorial clu 

136. Assesa student performance strtngths; 
.137 . . Design optimum career learning 'environ^nt, 

138. Identify avocational and vocatippal relationships, 

139. ' Develop long range career educatiqn plans. 
140* Identify potential drop-outs. _ 

141. Identify employment opportunities. , ' 

142. Assess student .performance . handicaps i 

. ' . „ . ■ .' . ■* ^ . ■ ■ 

. 143. Determine 'career development options^ 

. ^' . = ^ . . ^ r . '-^-^ ■ ' 

144. Develop' career education information service. 

145. - Identify' community career oriented resource personnel. 
-146.' Develop, shortr range career education plans. 

:.147. Identify employment procedures, , : - 

148.- Identify career oriented consultant servic^es.. 
'^149. -Dlssiiminate local career education activities. 













ISO. 


Identify 'area skill center function, , 




mi}-- 


^: 151. 


/Describe work ethic concept ^ . 




:.->-"■., ""w 
v'^* ^ 


152. 


' Utilize^ instructionai feedback: information, . 






153. 


Identify cdoparattve educatfpn function. 








Evaiuate student's carter deyeiopment 






155. 


Implement rilf learning cent #rs,^ 






156. 


Monitor economic trends. ! ^ ' 






157. 


Monitor educational trends, t 






, 158. 


Formulata student's career development plan. 
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t^f^^Sir^.f:f-r■r•■ ■\,.■•^L^.■' ■ . ■•.■■.,•-.,.■■=■=.■ i ■> ^ . ■ , ' ^ . - ' 

V~f^ CAREER~EDUCATI0NAr"PERS0NNEL~W0DEC7 ~ : " 
r-'—y PlML REPORT PROJECT NO 8082-C - „ 
John T. Odbert, Eugene E. Trotter Co-Directors 
■ School' of Education, Univeri'sty-of Michigan, Ann Arbor- 1974 

' . SECONPARY ADMINISTRATOR MODEL 

k v Vv'i ; : utilize career Education inservice training, . . 
: 2V ' 

3 / ' Involve teachers m raviiing instmctianal progtams, 
^ ^ '4, Establisb^ student feedback sxst^ms. 

: ^ ffi Provide active^ career ^^e^ 
' 6, Practice a career education philosophy 

^ 7* Utilize career oriaftttd materials / 

8, ' Monitor- .economic^ trends ^ . 

. vT .9 ■ Establish career education pripritles* 
h^y^-'-^lO^*^'^' Evaluate career education t^progrMi , . 

11, Promote students' acceptance of responsibility. 
i_„_=l 2. --Recruit- career oriented staff — 1. - _ — - 
M> 13. Use community people as career education resources .people, 
: 14/ Promote student iself\^^ . 

15, ' Design optimum career^ learning environments. 
Iv! ? 16. Write career ed^^ goals, l - 

>v;\7^t l7w- Develop. interpe skills. . : • ,v 

18 . Utiliie career _education-accQ.untrtility model . . 
• - - Provide^ stud ^rit^ awareness experiences . 

^ ^ 20. ■ Coor4inate student places . . _ 

r-^^, 21. Utilize decision making components. 

22. Monitor societal ^trends * i ' . ^ 

23^. V Eell carjier education to the eomiunity / , .^^ 

24^ Identify school's role in :Student placeipent , \ 
2€. Identify cooperative education functionv-:- n / 

26. Use pre- and post-assessment techniques, ' . 

27 . Monitor educational trends \ ^ > 
' *28v Publicise career education in the conunUnity 

291 Disseminate local career education activities* - 

30^ Design career education ski li programs . 

31. identify area. skill center fu^ ^ ^ 

32. education delivery systems, '/ \ . = 
.^33,': Identify carjeer jaducatiDri ^: ■ 

34, Define career education concept* 



COMPREHENSIVE MODE L (Teachers , ; Counselors ^ Administrators) 



35 » Use conununity people as careef education resource personnel . 

36, . Provide sttident awareness ex = 

37. ; Develop inte^ersonal skills, ' 

38. . Utilize career oriented materials. \ ^ . ^ 

39* Utilize career education inseryice training. ^ 

.40. UtiiiEe individualized motivational \ systems , ' , / 

;41. -Promote student self -evaluation, '\ — / ' ^ 

42, Design optimum career learning environme ^ 

43. Involve teachers in revising/ instructional programs. 



336 



-.r- ^. . ■■ . ■ .- 327 - - 

vv-^ . ■ ^/ . . ■ ;■ ■ ■ ■ ^ 

'I ■ ^- ' ' . / 

^^44 ;- Practitie-a-career-€ducation=philosophyy~~ 

45,. Proyida actiy© career education leadership; 
^^--^■46. Establish student feedback systems. - ^ 



\ \ - 
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CAREER=EDUCATlON^PERSONNBL~DEVELOPNENT : ^ ^ — ^ 

GOALS AND STRATEGIES^ GRADUATE AND UNDERGRADUATE PROGRAMS. . ' 
Prepared for The UiS, . Office of Gareer Educationy . = ^ 

Ohio^S tat e^Univeriity,;^ Columbus ; The Canter for Vocational Education j July, 1975 * • 



UNIVERSITY TRAINEES WILL: ^ ' - . - ^ 

1^ Develop and/or extend knowledge and understanding of relationships, among 
adueationj_careers^_:!culture and, lifest yles. . . ' 



2. identify a working definition of Career Education 

3* Developan understanding of Career awareness^, career exploration and : 
• career prepSat ion concepts. ^ ' . ^ ^ 

4. Delineate basic principles that underlie career Education , . 

5; Formulate a career ed rationale through identification/understanding of ^ 
CE principles and Career-related skills ^ , 

6.^ Identify major goals of CE . : 

^7. J Develop long/short range prograjn plans for implementing Gl * ' . 

8. ^ Diffarei^iate between CE ahd ^Career Development? , , - : 

9. Identify information to be taught in the study of an occupation; -include 
identification of occupational information^ goals,, objectives, and skills 

10. '\ Identify/differentiate CE resources Creferences in print and QOmmunity ^ 

persons) appropriate/necessary for accessing C information (occupational 
' ^ educational , and personal-soctal). . .. - ' . - 

11. Extend knowledge arid uriderstanding of the world of work, career clusters,, or 
similar content sources regarding career infoiination, v \ > 

12. Develop and/or extend knowledge and understandings regarding the varied , , ; 
societal segments within a community and identify the implications/ 
relationships of that information about each segment for careers, education, 
family, f lifestyles , and culture* -'^i '^r v . 

13. Describe the duties, working conditions, salary ranges, aipd other special 
characteristics associated with specific occupatiohs within the Clusters / 

, of 'a Career Cluster systerit. / v V ■ / ^ 

14. Develop a knowledge of manpower needs and employment trends at the local 
state, and national' leyels, ■ - , ' 

is/ Develop skills and understandings regarding job placernent and its implica- 
' tions for planning for^ .teaching-learning. : ' ^ ; ^ . 



rl6— -Oescribe-^amployment prQcedure^=^used-i 

17/ Identify and develop understandings of C ed concepts, C ,Ed roles ^^'ai^ the 
' - cooperation needed to implement C Ed as an, integral part of Educational^ 
experiences' within the comnunitx. V" V - 



18, 



Identify ,t he. imp iicatipns pf C Ed for the ^nt ire 'education qf ; each^^^^^i^^ 



-21. 



22. 



student 



19. Ddvalop a knowledge of the historical, philosophical sbc^oldgicalv and 



psychological fouhdations. of C Ed concepts. 



££l^/apply appropriate and varied interpersonal sTcills .necessary for^ 
planning aH3TTnpiemmtJ.jig_G , Ed experiences i 



identify, ^ study and/ supply skills and guidelihe|Adeslgned to reduce worker, 
•alienation, ^ , ' - ■ :^ ' / ^ .. . r. ^ . - 




Develop a knowledge of iritergroUp/individual differences in motives j attitudes 
values J and social norms and of, influence of thpse differences 

Develop human^Te^atwns skills and-group assist-- - 

students with self awareness/careey expioration. ' : 

Develop skills to coriects. analyze, and utilize needs assessment data for 
the purpose of developing long/and short-term compr 
)lans/instructibn. " . - - 

De^(^elop an understanding and. knowledge of, child development as it. relates 
to t^e^orld .of work, " - ; - ^ ■ ^ ; 

:26, Identify C Ed goalsKand objectives based on Career Developinent concepts . 
appropriate to chlld/adblescerit growth and .d.evelopmen ■ ,^ ; / 

27. Develop a\ knowledge/ cone eptualizat ion of the role of practicing staff membars 
to achieve\institutional C Ed goals and objectives. : ' ; 

28. / Develop a:raMohale for infusing" C 'Ed Into the curriculum.. ; 

29. Identify the factors whicfi influence Career choice. . ' 

30. Develdp/demonstrate- an understanding of decison/making arid problem solving 
skills as they relate to career choice and Career preparation* 

31. Develop skills needed to act as a liaison and resource person to the community 
to keep the coimnunityXlnformed of new developments in C Ed* . \ 

32. Develop leadership skill\s for implementing C Ed .in the school/community. 

.^3. Identify/exhibit attitudes^ and behaviors, toward careers which enhance student 
\ (K^123 self-concept development. # ^ ^ ^ ^ 

34. Develop ^career Ed goals for Infusion into a^ local school system program, 

339: :, •; ■\. " ■ 



||■^?r35, / Develop skills in sarvlcfs _ : ; 

p T ^' sis. Develop cdndujctlrig foilow-up studies fo^ar s^dSnts jfto ■ ; 

^"si^ . outs, graduate's^ and; the like) to prbvida relevant dkta for improvlng^-^ 



^; { „ ' career piaeement perviceSi 

i^^' r Slf^ vDev^^ of the financial requirementi of C Ed, ^ 

\:^-iB^. Identify/develop ah understanding of equality concepts and roles in C Ed. 
^ vj;- / r as they, relit e to past and present race and ^ex site^eotypih^ 

/among cultures and in work^?^^ / , ' * " - 

5^"^^'^, (identify financial resources in a local education agency needed to support 

"a total C Ed progrm* ' ^ . / . _ * 

'fe-v-^t^^-^"^" -i - , ^ ' /. . ' " ' ■ : ' \ ' '"■ ■ : .'^ ' 

.n>^^0. .Maintain, liaison with state department offices CPdu^^t ion ^-finance, labor, 

i^iv l'^ 'and the like) foi^ long-short-range C Edvplarining, _ ^ ' _ 

Clarify develbpmeatal- tasks and roles of 1 persons Implementing C E^ . 

: 42. Establish cpnmiiinications aipong career Ed' personnel -regarding, developm^ 
Krolas^and taslcs of persons implementing C Ed (^-12) 

■ 43, , Organise/tfbordinate school and coimnunity und*rstandii^^^^3^^ for, C Ed ' 

* experience|/instruetion for youth. \, . ^ ] - > 

; 44* Maintain liaison with coiranuhltyvgroups/activxties significant to Ed planning 
- and implementation, ' \ ' ' * ^ ^ ^ 

: , 45 Plan/arrange for wide cditaunlty participation in C Ed policy decision making, 

" - . 46, Plan/design/es^ablish staff development' in-serVice programs for C Ed^^v ^ \ 1^ 

47. Develop^ leadership skills in supervision/cooi;dination of C Ed curriculum . 
A d^veibpment ,and impl Mentation, which builds , in articulation, quality and ^ 
; ' "improvement 'of instruct ion, . . " \ : ... .....^ ^ 

' 48, Pevelop/coordin (educators and community persons) in plan- M 

: V / ning/implement-lng, C Ed personnel -development program ; , 



49; Develop/coorHinate/imple^erit "team efforts" among school/coiranuhity personnel 
in. the teaching learning prbcf ss-^instruction ^nd/or perfo^ance experiences ; 

■ iA'c Ed.^ ; C ^ ^ ' . ;.^ ■ ■ ^ , ;> — . \ 

so. Develop a sound financial, management plan for C Ed at the local level, 

51* Identify and/or plan and establish appropriate placement and referral services 
for students CK-12)., ; . \ . ' , \ ' j 

52- Develop curriculum \goals and objectives" which pertain to C Ed. 

53V Develop C Bd-objectives ih^-the cognitive, affective, and psychomotor domains. 
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|^|^S4^^RiVi¥^ fsuch that C Ed goals andr' -; ■ iv 

C^^S...' Develc^ learning actiyities wMch- infue^ oareer^awSLfeness,, Career ; ; |- ^ 

' - ■ exploration. Career preparation Concepts into appropriate, levels \of a ^ ' V 

j:^;; /" . currieuliim, - ^ .' - ■ . - ^- \ - ■ - ; . ' , - " 

S:-:" '.^:-- - 1,^^ ^ ' . /^^ ^ . ' ' : • " . . ' - * ' ■ . X" ■ 

S^- '56 v Involve St cbSifiunity in the design/iii^lemOTtation^ o^ X - 

fi'/^'^'-i^ y J. ' ^ V ' ' ^ ' ■ , .i^^=- '//^. V' •"■.'^^^/- ^' ' ^ .^'^"^ 

S7> Plan/implaq^ent learning experiences which^ are integrated with respect ^^t^^ ^^^^^^^^ 
i:^.^^- - ^>ed lifestyles, / ^ . - 

- 58,. PI an/ imp lament learning experiences /which' provide the opportunity to distlh- * 
;/3 - guish amo the Interdependent, relationships of academic^ vocational,: and r 
. Ed skills and ^understa^idings c , / / V \ 

■; ;59, ^Dfevelop, curricula that include the self-analysis/self-:evaluatlon -p^ in ; \ ;/ 

career. awareness, career exploratiohj and career preparatiQnv ^ 

■ 60*' Develop units of instruction involving basic information about the wotld of \. 

^=:'-^v-,:-.^ work;"'" .V.:: \ ^, v^ ....... / ■ ..-^ ; -■ : 

^ ;61* Develop self=awareness experiences through which students can determine - ^ 
! ; ^ > the asslstance/resburces needed, to meet thair c^eer gba;ls, " ; 

T 62. Design/implement individualized instructional units oriented for student _^ 
? : ' career awareness / careei; /exploration, and career preparation, 

'U , 63 , PlanAimp lament instruction which will: develop student (;K:^123 awareness of 4 ' 
• both past and present trends of sex rples in the work wortd and of the, 
V / effect Csj- changing trends, on family responsibilities/roles in the , / - 

; : Design/implement valiiing experiences wMch^ p to C Bd concepts 

",65, Vian/ implement Gar e^^ experiences wherein stu4ents develop Career = 

■/-l related experiences where in students ^develop career i^search skills, - - 

■66, Plan/impiement learning activities w^^ 

v.- . - i decision-making skills in relation to C Ed. , ^ 

/ 67^: Plan/implement groups lnteract|Dncareer^related experience for developing ; 

skills required , to perform satisfactorily working with others* ■ , ^ 

, 68, Plan/ implement career-related; learning activitife^^ " , ■'. 

v: student CK-12) psychomotor skills*. ' " ^ ^ , 

■ 69, Plan/implement career-related observrtibn, participation^ and on-the-job 

learning experiences. . ;v ' '-'^ * 

.70* Design- implement career^ learning experiences which involve varied interactions ' 
/ *V between /school community ■personnal/organizations/i^ ^ , = 

—^71* Design/ implement C Ed experiences^ and programs involving varied segments of . 
f ■ society within the community. , ' ; ^ - 
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W. Pl^^^ geographic settings. . 

73. Vpiaii/organi^^ work experiences, which^^^?^ 'consistent iWith ^J 

. 'prpg^i^is o£ the tchoolAand the employer, to meet the needs of the - student: 
* V employee J the' school and . ' . \ v ": I 

-74, De^lop learning act ivit^^ that involve disadvantaged, minority^ giftad |and -^^^ 
ta^lented, and' handicapped\ students in C Ed\ ' 



\ 
\ 



J5. ' Utilize. reinforces techniques^ in .teaching career awareness ^ career; ex^lora- 
f " tionj and career preparatiby activitie related to self concept-^ ^ - .\ 

76. Utiliie Career=Relatad. Group\ Activities to develop the group lep-dership and 
followership potential o^f students. ■ ^ - : i 

77, Utilize siinulati©n>^ role-playing, and" gaming experiences appropriate for i 
Career Awareness^' carew-^E^loratipn career preparation activities- ! 

78 . Util4je ''hands -on" experiences, appropriate for career e4ucation /aetiyitxes, 

.79, ^^Deyelop/organize/utiliie a conmiunity^ resource file to develop career^ education 
instruction. ^ ^ 



80. 



Identify/ involve community personnel (eig^^^^M^citizens'i those :ih'busi,ness, 
industry/ labor; parents, those in prof essions^^tw and outside education) 
in. career ediicatibn t etching- learning experiences. - ' ".^^ | ^ 

'81, Educate and involve the. total community through comunicat ions j-- models, ^^^^^^ 
- media about career ed activities.' ■ . ; . ! 

.82. Identify/uti'liza materials, facilities, .and equipment .fin and outside of ! 
school) necessary- £6r.^.^^^C^ ^ / .t. 

83. Gather/develbp/utiliEe/disseniinate carebr-oriented Resource Ipaterials "tboo^s, 

^ ' pamphlets, tapes ^ fllmstr^^ :for;use 'by , students, teachers; and oth^r^^^^^^ 

community^persons .'^^^ ■/ > ■ ' ' ' . .' ' \ ; \ H • 

84. I^Sritify. and prov^^^ a rationale for. the >ole and function of evalAiation| In; ^ 
. career Ed., ^' ^ ^ \ ^ • ' ■=.; / =_ \ V ■ - ■ -^"!"^^^- 

85/ Identify/describfi' the basic componencr, of a comprehensive career education 
evaluation system. ' . " ■ ; : - j - 

86. Establish critef la and apply skill ff!" for e units, courses, 
^^and prpgrains in pareer educatioh,^ , = . : ; ' V. ^ . 

87. * Develop skills needed to utilize assessment techniques in the evalui-tion o£-\ 

care#rJ.ed activities. A' - >/ - J ' 

88. Compare and' kssess/ev^fur-e/modify: self-evaluation^ in for use' in 

; " carteer education :experiehues . - . - . . ^ I ;^ *, 

■89: Administer, score, and iri:er]:rat existing and/or developed evaluation ii^stru- , 
^ . ments foiv>career educa^fcior. _ . ; \ . ..,1 

■ - - ' ■ ■ - ^" ' ^^ ±9 " ; ■ ' ^ ■ " ' 



,90. Develop skills; to create self-instructional carier education packages* 

: 91* Identify/develop self-evaluation skills for .career awareness, career explora- 
. . '\ tion, _ ' " " . ' / .. \ ■"'^ 

,92* Develop/demonstrate . the prbcedures and skills to assist students 
' IN ASSESSING THEIR career interests, abilities^ values^ and needs, 

h- 93. Identify/design/ implement varied objectiva and sub j active evaluation tech« 

nlques for datermlning student (K-l 2] understahding of career awareness, 
^/ . career exploratidn, and career preparation activitias, . - ' \ 

Idantify techniques to assess perfomance skills .in career awareness , 
career^ exploration and/ career preparation, > * 

95,;, Evaluate student perfdrmanhas ]^ith instinjinantation items based upon the / 
. . stated career education goals- and objectives^ arid determine ^correl^ions 

; between objectives and ^erffamiances, * ■. / . 



96* Utilize pirbgram/curriculum review committees to evaluate curriculum^ goal-s ^ 
and obj ectives based upon career development concepts/criteria appropriate 
^ f or each grade level" (K-IZJ J - : . ^ ^ 

97 , ^Identify/design/implement instrumentation utilized to determine^ the level (s) ' 

of " aT student !T^ca^ . ' ; - " / 

JS. Develop/demonstfate methods for assessing pu^^ growth in the ability to work 
with others in varied career education, experiences , 

■ . V r' ' / ' ^- ■ ' r : ^' ■ ' . ■ . ■ ^ ■ ' . . ■ " ' " : . ' ' 

99. Analyze and utilize career education needs assessment data for. instructio 
planningv : " " .. . 

1 00, \ Identify/develop needs assessment instrumentation for career education and 
ff^-^- — A-deve 1 op t fechni ques -nec e ^ 

j career education programs planning* 

101. Collect/analyze/relate employer and student data to determine the needs of . 
V - both and to plan to meet those needs* . 

i02* Coilect/assess/evaluate prin^ and non-print career education materials/ 
resources. for students and career education personnel. 



^i03v ^ Deveiop techniques for. identifying prospective student choices/plans for 
e ntry into spec ifi c career p reparation (Vocational /technical) classes* 

f^' 104* Evaluate career education as an integral part of education. 

.105. ■ Identify techniques and evaluation desigfts for evaluating career=6rientated 
curriculum and programs; =^ ^ 



, " AN INTRODUCTION TO CAREER EDUCATION: A PoUcy Paper of theU.S, Offica of 

Education. Kenneth B. Hoyt, Director, Office of Career Education* U,S. Dept. * 
of Health, Education and Welfare, Publication No. (OE) 75-00504* Washington , D . C . 

V. ipfs; ^ - ' [ ' _ " . = . . : . \ . ; 

'/ - '.- \ \ CAREER EDUCATION COMPETENCIES \ - . ^ . \ ' ' 

' _ A, All classrodm teachers will: . • ' " ... 

■= ' l/. Deyise and/or,^ locate methods and materials designedt - 

to help^pupils understand and appreciate. the career 
. ^ - _ , ' " implications of ;the subject matter being taught, \ 

2/ Utilize career-oriented methods and materials in the : / 

instructional program, . where appropriate, as one . ' . 

^ means of educational' mbtivation, i ^ 

\ ' — . ' " - ' ^ - . . ' \ -/ . . " 

: 3. Help pupils 'acquire and utirize^ good, work habits. 



4. Help pupils develop, , clarify, and assimilate personally 
. ^ meaningful^sets of \work valuas* : , ^ ' - ; ■ 

5. Integrate, to the fullest extent possible, the programmatic 
^ \assuinptions of Career education into ^their instructional 

activities and teacher =pupil relationships. 

B. Spme^ teachers^ in addition, will .be charged with: ' 

' 6.^ Providing students with specific-vocational competencie^^ 

^ at a level thaf^'wili enaWe them to\gain entry into th|. - 
. " occupjational society , . , ■ - -"~ . 

' v?;:;:: Help students acquire job-seeking^ and Job-getting skills. 



8. 'Participating in the j.ob-pIacement process,, 

,9.* Helping students acquire decision making skills, = 

C. The business-labor-^industry community will i 

10. Provide observ^ationali .w,ork experience, and 1 work -study 
... 7"^ oppQftWiTi^¥^f5yT^tirdent^5 ^aTT^^ 

■ students Cteachers 3 counselors s and school administratdrs) 



11, Serve as career development resource personnel for teachers, 
counselors, and students, / \ . ; 

12 , " Participate in part-teim and full-time job placeirant 

programs , ; : 



' ' ii. Participate actively and pbsi^iyely in programs, 
'designed to reduce worker alienation. - 

"\ Participate in career education policy formulation. 

D. Cpuhseling and guidance personnel wili^ • 

^ \ . 15. Help classroom teachers implement career education 
' in the classroom, 

16, Serve/ usually with other educational pers^nel ^, as 
liaison between the school and the business -industry- 
^ labor community. , 

^ 17/ Serve J usually, with other educational personnel, ir 
T v implementing career education concepts within the ^ 

home and family structure, '' ' _ - " / . 

18/ Help students in the total career development process, 
^5TCTiidln|T:Rr"ma^^ 

19. ;:Participate. In part-time and fuli-ti jr>b placement \ 
programs and in follow ^np studies o£ funMLM' students, 

F Th^ ti^^^^ ^TiH ^^mAXy 'mmmhPiT% with whom pupilj reside will * - 



20* Help pupils acquire/ and practice good work habits ^ J^^^^^^^ 

21;, Emphasize development of positive work values and. 
' attitudes^ toward work, / ; . ' V * 

22. Maximize/ to the/ fulle5t-e)ttent possible^ career, develops 
ment options and oppdrtunities for themselves/and for^^ 
their children^ ^ „J„^j„ „ ____:_[ : / ■ 

Educational administrators and school boards willj - 

23, Emphasise career education. as a priority goal, 

24* Provide leadership.and direction to the career education 
program. - % . ■ , ' 



25, Involve , the widest, possible community participation m 
career education policy decision making. • . 



-. 26. Provide the . time, materials J and finances requirid for: 
implementingjthe career education program. 

27, Initiate curriculum revision .designed to integrate ' 

, academic 3 general ^ and vocational education Into an expanded 
" set of Educational opportunities available to all students. 
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■ IW mm INS TRUCTIONAL GAP ABILITIBS OF PART TIKE VOCATIONAL^ EDUCjVriON GALL STAFF , . 
V FINAL REPORT . University o^f Wisconsin - : Stout^ Menomonla, Wisconsin,; Cmm^ . . 
for Vocational -Technical and Adult EduGation, Septembar, 1974 . ED 112-263, . 
CE 005289. ^ , - - ^ . « . . V, ■.. ^ = ; 



TOOLS .FOR TEACHING 

As instructors; we must learns 

1. To prepare and present a lesson. 

2^ \: To use correct teaching methods. 



3. To use individual and groups instructipn as 
methods of instruction, ^ , ; ' 

4, To learn \the art of oral questioning in teaching. 



5/ To use ''the blackboard, instruction sheets and^ 
, : other teaching aids; ^ . 

6 / To recdgniie the importance. 6f persorial qualities 
^ of an instructor i ^ ' - 

7, To recogniie and provi4e for indivW^ 
differencas in the grdup. ; \/ 

~S^^ ^t^ ^ ielrn^t^e respofislMl iHei~oF1E ; Instructor 
as a managor, - ! ■ ■ 

9, To check the effectiveness of our teaching. 
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' . ; ' ^ ^ \ ^ APPENDIX F ' ; ' 

Sample Career Education Compatency Questionnaire' ; 

^Nota: Six questionnaires ware used in this study* 

' ^ ^ _ ^ ^ education, ^ All questionnaires gathered 

_ :v \the same demop'aphic data arid u^^^ ' > . / 

ft^m*.* scales; the 'competencies differed in " 
. / each category , The ^questionnaire ; in this V . 

;: appendix was-used .for elementary school \. 

; ^^"^ . parsbnnel For specif ic competencies \^ ; ^ 
; . in the other questionnaires refer to the . / ' 

;\ ' ' career education competency .lists in Chapter ^ 




^RllR IDUCATION COOTETENGY ^^YSIS 



The purppse of this analysis is to synthesize and vaiidate compatencies \ 
needed by school systCTi personnel to implment oareer edueation. Hili st^y Is, 
an outgrowth of reviews of the literature currently Identlf^ng the skills j 
needed by career educators at various levels . We would like information ;on ' y 
the importance of each .ectepetency "on the list and an Indioatlon of tha fraquancy 
of actual usa of each of tha cpmpetericies. This study is being conducted, by^^ 
the Department of Busineis and Career Education at . Boston University, under /the 
auspices of the National Association for Career EducationX.,^ / , 

The following list represents a synthesis of competenclas derived from 
prior regeaifch* Since your cjutrent career education activities are at this 
level, we are asking for *^ur help in validating this list. We appreciate- your 
cpbperatidn and thank you 'lor taking the, time necessary to. carefully complete . 
this questionnaire . NpTSi 1 am billing out this statCTent of my own free will 
and I understand that my name will not .be. used In the ifinal reporting of /this 
data and tliat only group data will be reported. I 'understand that the final, 
results of this study will ba maderavailable ^o me if T provtda tny hamg./>nrt 
address on the lines telowi ' > " / 

NAME* ' - • ^ ' ^ . V ^ ' / ^ ^'"^ 



ADDRESS: 



/ 



PLEASE RETURN THIS * QUESTIONNAIRE TQ THE NAGE BOOTH or return it by jna*l toi 
Joyce Malyn-Smi^h V ; 

Department of Business and Career Education 
Boston Uhiver si ty . • \._ 

765 Commonwealth Avenue, Room 1510 j ...... .' 

Boston, Massachusetts 02215 . ■ ^ V ' - / 

PLEASE COtffl^TE THE FOLLOT^ING DmOGRAiHIC D^ / . : - , 

It Wiat is the scoped of the career educatloh program in which you are currently 

- - i ■_ ^ \ ■ _ J - ■__ J _' ^ =: - - ■ ■/.■-: m ■ - "^' ^ ^ ' -- involved? 

none by myself ekpanded part of K-12 S-9^6-12 9-12 higher business 
guidance occ/vo \ \ v ^ ed. iridust^ 

program ed,. \ gov't. 

2, In what region of the country are you currently OTployed? 



^ nor t h eaa t . 



south 



middle atlantic 



midwest 



southwest 



west 



3. What is your^jbb title? 



teacher y guidapfce . work/study career ed oec/yo career ed occ/vo ed 



coop pCooi^ coord , 



coord. director directoifs 



principal . asst ; 



asst t 
principal 

Your current degree status? 



superin^ / teacher, other 



Suptdent ten3ent educator (please indicate) 



lass than BA 
BA - BE « 



M BS+' MA 
> BA+ ' . MEd 



MEd+^ 



CkGB 



EdD 

PhD 
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S.. "ifear of most recent ■degree; ' ^ ' ^ ' ' ; 

. . ' . ': , ' prior to 60-64 65-69 70-72 73-76 • 

. ■ ■ • . 1960 ' . ■■ " ■ , ■■ 

• ■ , ■ . "-^ , . ■ ■ ■ ■ ■ .: - 

6, Numher of years of teaching aKparlancai 

0-2 3-5 6-10 11-15: 16-20 20+, 

7* Nmnber of years teKperlance in businees-industry-laboT, civil service (full-time 

_ _ ' _ _ - ' ___ equivalent) 

0-1 2 3 . 4 5 . 6^ 9^ / 12+ ' ^ 

8* How long have yau personally been Involved In Implementing bareef eduQation 
In your school Mstrlet?? ^ - 



0_^1 yrs. 2 yra»t '* 3 yrs « 4 yrs. 5 yrg.y 6-^8 yrs. 8+ yrs *: . 

- ' CIRCLE the. NUMBER Of the written descrlpti&n which most closely matches - 
\ yout point of view. Note that we want you to rate> c^petenolea by 
' itnpbrta'vcs and frequency af use and ^ a column titled- "not familiar^ 
. with topic" has been proviJuJ . - \ 

IMPORTANCE ' \ / \ FREQUENCY _ ■ ;\ ' 

5. critical ■ * ^^ 51 performed dally 

4, important ^ ■ .- 4, p*erformed regularly 

3. sanewhat important 3, performed on occasion 

2* of little importance 2, riot performed 

1* bf;no..value ^ 1* performed by someone else 

In program 



















1 ' 


^1;. 




1 1 




- ■> ■ ■ ■ ■'■''X. 

"\ CURRICULUM DEVELOPMENT' ^ , ' \ 

' . '.■ " "' ^ \' 
Assist in writing general career education \' 

program. objectives , \ 


critical ■■■ 


important - : . 


somewhat iiapO'rtanC 
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Write specific caraa^^ education performance 
objectives for curriculum units. 


\ 

\ ^ 


, 4 


" 3 


2 


1 


NF 


5 


4 


3 


2 


1 




Identify^ evaluate and use appropriate conmercial 
materials designed to help pupils perceive the 
career; implications of the subject matter taught 


■\ 
i 

:\ 


4 

■. ' 


3' 


2 


1 


NF 


5 


4 . 




2 


1 . 




Review and evaluate career education currfcula 
* ^ = deeigried and dava loped by other schools 


5 


\ 

w 

\ 


3 


2 


. 1 


NF 


5 


4 


3 


2 


1 




. Develop teacher-produced materials designed to 

halp pupils perceive the career implications of/^ . 
the subject matter taught* \ 


5 


\ 

/ 


3 


2 


^ 1 


NF 




>: 


3 


2 


1 




Desigh and develop facility modifications to . 




' .: \ 












optimize career leafning environments such as 
career corners 5 activity centers^ bulletin boards 
etc. • , ■ . . ' • . ' ' ' 


5 


4T 

■- 


3 

\ 

i 


2- 


^ 1 


NF 


5 


4 . 


3. 


2 






- -■ _ - _ _^ — ^_ — ^, — ^ — __ , ' . ^ " - 

Assist in the dayelopmant and procurement of 
initeriaTs. for a pchool^^ida career, resource cfentar 

y ■ • ■ 


5 


4 


t 3 

■ \ ... 

■ \. 

-. \ . -. 


.2 
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1 nfuse^ hands "ori' (action^QriEnfeed) experiences 
; in the curriculum to'relate acadamic subject ' 


^5 




■ ^ \ . 


2 




.NF- 


5 

- _ - 


4 . 


3 








learnings to the world of work, ^ . 

■ - ■ ' 'i ' ■ , . ^ ^ . > ' ■ -. \i " " ■ 






' 
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Engage in interdisciplinary experiences "integrating 
:; academic learnings to increase career awareness ^ 
. and ^explbre basic skills, ' 


5 


4 


■ ■■! 


, 2 

i 


1 




5 




3^ 


2 


1 ' 




Integrate academic and ocpupational Informatipn in 
: the curriculum through activity centers and/or 
" units of instruction , / : \ - 


5 
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3^ 


\ 2^ 


1 
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w w.-W^^rk ..wi til guidance, s ta f £ to implemant_andi.improve"\ 
• the career awareness and/or exploration program f 
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• Engage in .classrdom-oriented research to \validate 
i / and measure the effectiveness of the career educa-' 
. t ion activities ' ' ^ \ ^ 
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i V " . ■ ; - ■ r ' _ 
V CAREER DEVELOPHENT - MATURITY . ' ■ - \ 

; /Help etudants devalop positive attlcudea toward 
themsalvei, others, work and those who work to i 
. build persbnally meaningful sets of work values 

i ^ \ \ r ' • ^ ^ , ' ' 
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^ Ffovlda studant awaranass : experiences strasaing 
prasant; capabilities and lnteres,ts ' . . ; 

^ . ' ■ ^ ■ " : ^ ' 


5 . 4 3 >, 1 


NF 


5-4 3 2 1 ■ 

■ ' , ■' ' ■ ■ ■ ' 


Help students develop self-conf idanca . in ttielr 
-^ability to fulfill task respohsibilitles and _ 
improve self^astaam . ^ . 

""■^^v . ^ ^ - ' ^' " . ' ' ^■ 


5 .4 '3 2 1 




5 4, -.3 2 1 ' 


: Help students with personal and social problems \ 
^ that hinder salf-awareriess ^ . \ ' [ 

" - -^ ' / ' ■ V-'^" -r— - 


, 

5 4 '3 2 ;1 


NF 


5 4 - 3 ■ 2 .1 


A • ' ^ 






., .-' ■■■ — : — : . - r-': 


. • - . . , ^ i — -, — - 

\Relate^ tha value of basic ikills acquisition as ^ ^ 
J/ .neeessary ifoundatioa for future occupations 


5:4 3 2-'l 




5 4 3^ 2 ;,V ^ = 

.- '" ■ ■■ . 


ldent=i=f y- artd--use^ appropr'i^ te-rae^s^ur ing^^ 
Vtudants to use 'in assessing their interests , ' 
attitudas and aptitudas delating to career decisioni 

. -'^ '. .-. -J ' : ~ l ■ 


5 '4" 3 2 1- 

■ ■ ■ ' ' ' ■ ' ' 

■ ■ . * ^ 


NF : 


5 4 3 2 1 

= \ ; ^ - . 

r . . .. ... 


I .pavalop aKparia'hcas whichTwlll avoid Qpeupational ^ 
steraotypas including glamprous occupant ions and ■ 
/ sax-rola fitareotypes ^ V -. ^ 

... • ./ y . V'.:^^^: ^ \.; - ' ■ l.j' 


'■ ■■ 

5, 4 .3 2 . 1 . 


NF 


5.."..4. .3 2 1 " ' 

■ , := 


. - ... . rr-- - - ; . ■■ ^ .. - . ■ - ■ ■ ; - ^ . , 








. CO^WUNITY RELATED : 

.■ / ^ " " . ^/ " .^^^ ' ^A. - ^ ■ ■^. . .--.-^ 


M -■■ - 


^^Condudt caraer-oriented field trips ' 

■ , ^- ^: ^ ^ ■ P ' ^ - 

. •, . s ^ 

' ' . .-.^ ■ ' . ' ■ '■■ 

, V .": i ^ • ■ . ' ■ ^ 


5 -4 3 2 1 

, ,, _., .. ^ ' 


NF 


* ^ .... ■ 

5. 4/3 ^2 .1 


.'^lnta|rate life axpariences of teacha^rs , students , 
^:.parfen!ta :andt-raadurca peop In tha classroom^ ^ 
/ instruction to provide naw modals. of behavior and ^ , 
work roles • 


5 '4 . '31_2 ll 
— — — — • . - 


NF_ 


•5 Oj 2 ■ ■ . J 


r - . : - ' . \ . ^r. ; ■ > . / -,- . _ ■ . -; 

: Invqlve. parents m students career development 

■• " ^'^ ■ ^ ' ' ' ' . . ■ ' ■ • . .■ 


5 .4 3 2 1 


nf" 


5 4 3 0 2 1 . 


' /ridentify \fLnd utiliEa rasfeurces and/or services 
available from the conmunity for enriching the 
vi/career awarahass= and/or exploration program ^ 

y/- ^ - ... . — _ . . ^ .. . • - i - . • 


5 4 3 2 1' 

- e • . 


NF 


5 4 , 3, .2 1 . . " ■ ■ 

! ':- ' °* ^ ' .>. '"-V 
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BTAl/ DEVELOFMENT 

Becpme engaged in experiences *whTch will 
familiarize yourself with the implications of 
your subject-matter to career education 



Participate in career education in-^service 
training , ' . ^ / 



EKpand your world of work experiences to .promote 
a broader eKperiential base^ for teachers in 
implementing career educ action , 



Increase your interpersonal skills in working 
with';*! broad spectrum of iridiyiduala ^otih within 
tHe school ^nd throughout the community ^ 



OCCtJPATlONAL INFORMATION Am ACTIVITIES 



.identify^ technical competencies and gerferkl' skills 
needed for jentry intg occupations ^ ^ 



Relate what studencs learn iri^a particular 
subject"* are^,. to futi re!!ftduG^tibn Mrd occupat^nal^ 
alternatives i. work and living 



Direct, students in obtaining infomatlbn on 
manpower ^from the loeal.j state employment 



services. 



Provide library and resiarch skills for obtaining 
career I occupational and educational ..infprmatlpn 
from such centralized sources as the DOT and ""^ 
through specific methods such as writing letters 
to employers ^ - " . . 



-^IILOSCPHY 



EKplain to students at al the career education 
projgram 



Describe the total career^ education program^ state; 
the*goals within your -school 01str-i^t. and identify" 
your^role within the total"' plnn " ' ■ ^ 



Foster a climate of cooperation among the faculty 
to proVide broader experiences, for the„ students , 
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